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BACKGROUND

ARI, under contract with McFann, Gray & Associates, Inc., (MGA) has conducted

three years of research on garrison/administrative requirements of Army job-

holders which has indicated the utility of job aids.1 A major research effort of

this three year project identified tasks for which job aids would assist in the

effective and efficient performance of garrison/administrative duties by level

and by position. 2 The research also identified appropriate formats for specific

types of job aids. The research team developed prototype job aids which were

reviewed by subject matter experts in the Seventh Infantry Division, U.S. Army

Sergeants Major Academy (USASMA), Quartermaster School, and Soldier Support

Center. USASMA recognized that the First Sergeants job aids coulod meet a

critical need for the First Sergeant Course. Accordingly, USASMA submitted a

requirement for the preparation of a First -Sergeant Guidebook consisting of

relevant job aids systematically organized to facilitate use by the novice First

Sergeant.

STATEMENT OF WORK

At the request of the USASMA, and with OMA funding provided to ARI by the

USASMA, MGA's contract was modified to allow for the production of 55 job aids

listed in Appendix 1. The format for each aid was selected by the USASMA in

consultation with ARI and MGA. Where practical, formats were adopted which

lend themselves to eventual use in a computerized office management system.

Initial working drafts of each job aid were submitted to ARI for a check on

readability and internal consistency; after any necessary corrections were made,

each job aid was sent to the USASMA for a final review of readdbility, usability

and content accuracy.

.Best, Paul R., and Hiller, Jack H., Development and Evaluation of Management
Alternatives. Job Preparation Packages, and Battle Drill Guidelines. Final
Technical Report, March 1982.

2 Elliot, Marsha P., Harden, 3.T., Barron, Joseph M., Van Hoose, H., Meliza, L.,

and Hiller, 3ack H., Task 2 Report: Development and Utilization of Job
Preparation Packages (3PPs), February 1982.

-I



FIRST SERGEANT GUIDEBOOK

A large number of First Sergeants do not have the opportunity to attend the

First Sergeant Course. Yet, on the job, these First Sergeants are confronted

-~ with a myriad of requirements for which they are not adequately prepared.

~There are over 4200 First Sergeants in the United States Army. Currently,

approximately 300 attend the First Sergeant Course annually. It is anticipated

that 600 will attend in the United States and Europe in calendar year 1983; 1200

in 1985. Effective non-resident support must be provided to assist the large

number of First Sergeants unable to attend the course..

y The development of a First Sergeant Guidebook was proposed to address this

problem. The Guidebook is comprised of the 55 job aids and annotated indices to

guide the inexperienced First Sergeant. This Guidebook will serve both as an aid

* to uninstructed First Sergeants and' as a supplement to the First Sergeant

Course, providing a way of supporting academic training in the unit; a link

between formal education and on-the-job functioning.

DESCRIPTION

The Guidebook contains 55 job aids, an annotated index, and an annotated index

of references. These materials are shown in Appendices I through 4.

DEVELOPMENT PROCESS

Research Key Army Literature

The first step in developing each job aid was to research key Army literature,

eg., Regulations, DA Pamphlets, Field Manuals, etc., as they pertain to the task

under consideration.

-2-
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Job Aid Design

The objective of this step was the selection of an appropriate format for job aid
development. Considerations included:

* Is this a task or activity? For example, does it encompass a single type
operation with a well-defined beginning and ending (task) or is it an
aggregate of single type operations of a continuous nature (activity)?

0 How can the essential performance requirements be presented in a
% ~. concise manner?

With concurrence of representatives for the First Sergeant Course and ARI, the

following format was used:

0 Title

This is a short title for the specif ic task for which the aid was
developed.

* Considerations

When this section is included in the format, it is meant to provide
-4 significant information and/or considerations that are particularly im-

portant to task performance. The specific contents of this section may
refer to the "when" or "why" aspects of the task, or may identify
exceptions and/or constraints one should consider in performing the

- task,

0 Actions --

The contents of this section conforms to one of three general formats:

-3-



A. A listing of steps to follow in using the aid. This usually

involves the use of supplementary charts, figures, tables, etc.

B. A listing of steps to follow in order to perform the task itself.

This format is used when the aid.. does not contain

supplementary materials.

C. A combination of A and B. This format combines steps to

follow in using the aid with steps to follow in actual task

performance.

."4 0 References

Primary reference materials are listed by reference number and full

title.

ARI Review

As each job aid was developed, it was submitted to the Contract Officer's

Representative (COR) for review. The COR checked the aid for readability and

internal consistency and returned it to MGA. The aid was revised as appropriate.

USASMA Review

After the job aids were reviewed by ARI and revised as required, they were

submitted to the First Sergeant Course developers, USASMA. The USASMA

-' reviewed the aid for readabilty, usability, and content accurady and returned

them to MGA. As the job aids were received, the USASMA'comments were
integrated into a final product.

Final Product

After all job aids were put into final form, one complete camera-ready set of job

aids and annotated indices were submitted to the First Sergeant School for

Incorporation into the Guidebook they are developing.



APPENDIX I

LIST OF TASKS/ACTMVTIES
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LIST OF TASKS/ACTIVITIES TARGETED FOR JOB AIDS DEVELOPMENT

1. Conduct Arms Room Inspection.

2. Preparation of Personnel Action (DA Form 4187).

1 Monitor Physical Security Program.

4. Research the Manual for Courts-Martial (MCM).

5. Protect the Rights of an Accused or Suspected Individual (Determine
Probable Cause for Search and Seizure.)

6. Organize/Supervise the Unit Trains Area.

7. Maintain Unit SOP.

8. Answer Pay Inquiries from Service Members.

9. Counsel Military Personnel.

10. Provide Input to Changes of Tables of Organization and Equipment (TOE),
and Tables of Distribution and Allowances (TDA).

11. Direct Coordination and Preparation of Advance/Quartering Party.

12. Implement and Enforce Unit Communication Security (COMSEC) Proce-
dures.

13. Ensure Administrative Elimination Proceedings are Correctly Followed.

14. Key and Lock Control.

15. Review Equipment Readiness Status.

16. Monitor Unit SQT And CTT Study Program.

17. Recommend Pretrial Confinement to Commander.

18. Supervise Unit On-the-3ob-Experience (O3E) Program.

19. Enforce Training Safety Requirements.

20. Conduct Evaluation and Critique of Unit Training.

21. Review DA Form 268 (Report for Suspension of Favorable Personnel
Actions).

22. Coordinate Unit Training.

-Sw.,-.-,



23. Review/Correct Unit Manning Report (UMR).

24. Review EER for Accuracy and Completeness.

25. Supervise Local Area Security (Defensive Operations).
26. Conduct NCO Calls.

27. Spot Check Vehicles for Preventive Maintenance Indicators.

28. Recommend Personnel for MOS Reclassification.

29. Implement Tactical Cover and Deception Plans.

30. Evaluate Operations Orders for Impact on Unit Capabilities.

31. Monitor Awards and Decorations Program for Enlisted Personnel.

~1'32. Maintain Duty Roster (DA Form 6).

33. Monitor Administrative Preparation of Record of Proceedings Under
Article 15, UCMJ.

34. Displace Unit FrmOne Location to Another by Road.

35. Plan and Implement Field Sanitation Activities.

36. Evaluate Effectiveness of Troop Mess Facility.

37. Initiate/Monitor Administrative Actions.

* -38. Conduct Personnel Asset Inventory (PAI) with Commander.

-39. Make Recommendations Regarding Reports of Survey, Statement of
Charges, and Cash Collection Vouchers.

40. Monitor Supply Operations.

41. Recommend Appropriate Disciplinary Action to Commander (Judicial, Non-
Judicial, and Non-Punitive).

42. Instruct NCOs on Relationships Between Soldier's Manuals, ARTEPs, and
A The Army's Skill Evaluation Programs.

*43. Supervise Preparation of Bivouac Area.

44. Establish Noncommissioned Officer's Development Program.

45. Weight Control Program.

46. Review DA Form 2475-2, Personnel Data - SIDPERS.

-7-



47. Review Personnel Strength Zero Balance Report (PZB).

48. Prepare/Review Accident Report (DA Form 295).

49. Prepare/Review Replies to Letters of Indebtedness.

50. Plan and Monitor Unit Physical Training Program.

51. Unit Maintenance Management Program.

52. Initiate Family Care Plan.

53. Alcohol and Drug Abuse Prevention and Control Program (ADAPCP).

54. Establish and Monitor Unit NBC Program.

55. Fraternization and Sexual Harassment Program.
4.

4-'

4.
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CONDUCT ARMS ROOM INSPECTION

SUMMARY: To develop an Arms Room Inspection checklist.

CONSIDERATIONS: . Different facilities and locales may have different arms

sq room security requirements.

* Security publications change rapidly.

0 Command supplements impose changed or additional

requirements.

ACTIONS: Use Table 1. as a guide in formulating a checklist which is

appropriate for your facility and locale.

REFERENCES: AR 190-li, Physical Security of Arms, Ammunition, and
Explosives, 15 OCT 8 1.

FM 19-30, Physical Security, I MAR 79.

DoD 5100.76-M, Physical Security of Sensitive Conventional
Arms, Ammunition, and Explosives.

Z V- -



CONDUCT ARMS ROOM INSPECTION

S .

'a.°

ITEMS REMARKS ITEMS REMARKS

1. WAIVER/EXCEPTION 3. ARMS STORAGE ROOM
a. Granted in writ- a. Prevention of

ing, for specific unobserved access
.. requirements.

Srb. Posted as a re-

b. Stated require- stricted area.
ments complied

with. c. Windows and doors
meet prescribed

c. Required en- specifications.
closures attached.

- d. Triple barrier
Y" * d. Current. protection pro-

vided.
2. ARMS STORAGE

, BUILDING e. Approved locking
devices used.

a. Walls, roof, and
ceiling meet pre- f. Locking proce-
scribed specifi- dures established
cations. and followed.

b. Windows and doors g. Temporary storage
meet prescribed areas under sur-
specifications veillance.

c. Posted as a re-
stricted area. 4. ARMS RACKS AND CON-

TAINERS
. d. Locks and locking
. bars properly a. Approved locking

used. devices.

e. Adequate lighting b. Removal from stor-
(outside and in- age area.

.. " side).
sie.c. Meets construc-

tion standards.

TABLE 1: AREAS OF CONCERN IN CONDUCTING ARMS ROOM INSPECTION

"4 : : ' 4 " " ";' " " ." ' i _ '" " - _ " "" " "" ""



CONDUCT ARMS ROOM INSPECTION

ITEMS REMARKS [TEMS' REMARKS

d. Prevent removal of 6. KEY AND LOCK
weapon or any part CONTROL
of weapon by partial-a.Sprtdro
ly disassembling it.a.Sprtdfo

other keys.

5.ADMINISTRATIVE b. Protected from
CONTROL unauthorized access.
PROCEDURES
ESTABLISHED AND c. Access roster
FOLLOWED available and in

use.
* a. Property records

show serial num- d. Number of keys held
bers of each to minimum necessary.
weapon.

e. Transfer of cus-
b. Scheduled and tody recorded.

unscheduled
serial number in- f. Custody change
ventories. records main-

K tained.
c. Weapon cards

issued and used. g. Use of master
keys controlled.

d. Weapon receipt Lsmslcd
reitr sd h. Lsmslcd

regiter sedor stolen keys
e. Established pro- reported and

cedures for is- investigated.
'-:1 suing during

emergencies. i. Custodian*
appointed.

f. Periodic security
checks are con- j. Key control reg-
ducted ister used.

g. Individuals per!- k. Key and lock
odically briefed inventories
about loss of conducted.
weapons and am-
munition.

TABLE 1: (Continued)



CONDUCT ARMS ROOM INSPECTION

ITEMS REMARKS ITEMS REMARKS

m. Keys and locks b. Secured in stor-
rotated as re- age containers.
quired.

c. Controlled by re-
n. Only authorized ceipt.

tools located in
vicinity of arms d. Written approval
storage area. towithdraw.

e. State and local
7. AMMUNITION AND laws regarding

EXPLOSIVES registration com-
plied with.

a. Storage author-
ized by higher f. Personnel briefed

* headquarters. on possession and
use of privately

b. Posted as a re- owned weapons.
stricted area.

g. Unannounced in-
c. Storage con- spections con-

tainers adequate ducted.and secured.

d. Inventories of 9. LOSS, THEFT, AND
loose rounds and RECOVERY OF WEA-
banded containers PONS, AMMUNITION,
conducted. AND EXPLOSIVES.

e. Stocks separated a. Losses, thefts
and identified by and recoveries
unit when facil- recorded and re-
ity is shared, ported.

f. Safety require- b. PMO notification
ments complied procedures es-
with. tablished.

c. Report of survey
8. PRIVATELY OWNED initiated as

WEAPONS appropriate.

a. Separated from
military weapons.

TABLE 1: (Continued)
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CONDUCT ARMS ROOM INSPECTION

ITEMS REMARKS

10. INTRUSION DETECTION
SYSTEMS

a. Installed or
requested.

b. Operation and
maintenance SOP
adhered to.

c. Adequate for
\ :~ unit needs.

d. System is pro-
tected from van-

* dalism, tampering,
or other
interference.

k.e e. Maintained by
properly cleated
personnel.

f. Records of alarms
maintained.

g. Testing proce-
dures established.

h. Spare parts ade-
quate.

~1~~*TABLE L: (Continued)
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SUMMARY: PREPARATION OF PERSONNEL ACTION(DA FORM 4187)

SUMMARY: Use DA Form 4187 to: (1) report duty status changes which
impact on pay entitlements, and (2) recommend approval or
disapproval of requests for various personnel actions (see
sample form at Figure 1).

CONSIDERATIONS: e Report Duty Status Changes

o An individual's status has changed from "Present
for Duty" to some other status or from some
other status to "Present for Duty."

. Request For Personnel Action

o Will this action effect the unit's ability to
i 4perform its mission?

, o Does the soldier's supervisor approve of the
action?

o Is the soldier qualified/eligible for the action
requested?

o Is the DA Form 4187 the appropriate form for
processing this action?

ACTIONS: 1. Report Duty Status Changes

, Select appropriate status change statements
from Table of Duty Status Changes (Table 1).

0 Determine if additional remarks are required in
Section IV, DA Form 4187.

0 • Enter duty status change statements and
/. additional remarks as appropriate.

. Check DA Form 4187 for .accuracy and

completeness

2. Request For Personnel Action

0 Locate action requested in Table of Personnel
Actions (Table 2).

* ."4 S * , .. .
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PREPARATION OF PERSONNEL ACTION (DA FORM 4197)

0 Note the publication number(s) in the
"Publication Number" Column in Table 2.

0 Using the publication numbers, locate the
publication titles (if necessary) in the Table of
References (Table 3).

0 Use reference(s) to determine individual's
qualification/eligibility.

0 Check DA Form 4187 for accuracy and
completeness.

* Recommend approval/disapproval.

REFERENCES: AR 680-1, Unit Strength Accounting and Reporting, I 3UN
82.

DA PAM 600-8, Military Personnel Management and
Administrative Procedures, 1 MAR 82.

..-
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PREPARATION OF PERSONNEL ACTION (DA FORM *187)
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PREPARATION OF PERSONNEL ACTION (DA FORM 41S7)

*Remarks *Remarks
Section Section

FROM TO IV FROM TO IV

PRESENT AWOL NO TDY Permissive TDY NO
FOR
DUTY Permissive TDY NO Hospital YES

Hospital YES \WOL NO

Confined Mil. Auth. YES Confined MiL Auth. YES

Confined Civ. Auth. YES Confined Civ. Auth. YES

DFR YES eceased YES

Deceased YES CONFINED ?resent For Duty YES
MILITARY OR

Prisoner YES CIVILIAN AWOL YES
AUTHORITY

Interned YES Hospital YES

Missino YES 5eceased YES

ORDINARY Permissive TDY NO PERMISSIVE TDY Present For Duty NO
LEAVE

Hospital YES kWOL NO

Confined MiL Auth. YES Hospital YES

Confined Civ. Auth. YES :onfined Mil/Civ. Auth. YES

AWOL NO eceased YES

AWOL Present For Duty YES INTRANSIT-IN Assigned not Joined (ASNJ) YES

Confined Mil. Auth. YES ASSIGNED NOT AWOL YES
JOINED

AWOL Hands of Civ. Auth. YES (ASNJ) evocation of Arrival YES
REVA)

DFR (Deserter) YES Hospital YES

Hospital YES Corfined Mil. Auth. YES

Deceased YES Confined Civ. Auth. YES

Prisoner YES Deceased YES

Interned YES Prisoner YES

Missing YES Interned YES

Missing YES

*For Appropriate remarks, see DA PAM 600-8

TABLE I: DUTY STATUS CHANGES
' ", . . . . . ..~* :. . .... ., ....... ,........... ,.* -,. , ,,.. .?. .......- .. .:'.. ' '?', , ., '



PREPARATION OF PERSONNEL ACTION (DA FORM 4187)

I Publication Number
* See Table 3

for Titles

A. DUTY STATUS CHANGES

1. Leave and pass AR 630-5ml2. AWOL and Desertion AR 190-9

3. Return to Military Control of
*AWOL and Deserter Personnel AR 630-10

4. Casualty Reporting AR 600-10

B. SCHOOLS

1. Application for language training AR 6 11-6

2. Application for Service School attendance AR 600-200
AR 604-155. AR 611-201

3. Application for RANGER training DA Pam 351-4

4. Application for airborne training AR 614-110
AR 614-200

5. Explosive ordnance disposal training and assignment AR 614-200

6. Special Forces training and assignment AR 614-162

7. Drill Sergeant Career Development Program AR 614-200

.. 8. Noncommissioned Officers Logistics Program AR 614-200

9. Army Bands Career Program AR 229-90
AR 614-200

10. Enlisted Club Management Career Program AR 230-60
AR 611-201
AR 614-200

11. Enlisted Automatic Data Processing Career Program AR 6 14-200

TABLE 2: PERSONNEL ACTIONS

~~~~~~~~ . c. . . .%~Y .:7 . .. . .c.-



PREPARATION OF PERSONNEL ACTION (DA FORM 4187)

Publication Number
See Table 3
for Titles

12. Personnel Specialty Career Program AR 614-200

13. Officer Candidate School Application AR 351-5DA Pam 601-1

C. REASSIGNMENT/ASSIGNMENT

1. Assignment to duty with ROTC or Reserve Components AR 614-200
AR 614-101
AR 621-101

2. Volunteering for overseas service AR 614-30

3. Reassignment-exchange AR 614-200

4. Reassignment of married couples AR 614-200
AR 614-101

5. Reassignment-extreme family problems AR 614-6
AR 601-100
AR 614-100

6. Assignment of personnel with exceptional family members AR 40-3
AR 611-201
AR 614-101
AR 614-200
AR 614-203

7. Assignment as instructors at Uniformed Service School AR 614-200

8. Assignment to certain organizations and agencies AR 614-200
(DNA, DIS, INSCOM, OACSI, MSACC, 572dMPCO, 1/3 IN)

9. Assignment to Armed Forces Examining and AR 601-270
Entrance Station (AFEES) AR 614-200

D. ENLISTED PERSONNEL MANAGEMENT SYSTEM

1. Reclassification of enlisted personnel AR 600-200

2. Career Progression MOS (Enlisted Personnel) AR 600-200
AR 611-201

3. Certification, reporting and recording on the job AR 351-1
experience. AR 600-200

TABLE 2: (Continued)

*.. °. , = .% .'J ' ' % " . "i " " " " " ' - ""'" % " ° ' " " "



PREPARATION OF PERSONNEL ACTION (DA FORM 4197)

Publication Number
See Table 3
for Titles

E. MISCELLANEOUS

1. Processing applications for On-The-Job Training. AR 600-200

2. Retesting in Army Personnel Tests AR 611-5

* 3. Testing with Defense Language Aptitude Battery AR 611-6

4. Personnel Selection and Classification Interview AR 614-103
AR 614-200
AR 140-192

5. Sole Surviving Son or Daughter Status AR 614-200
AR 614-100

6. Military ID Tags AR 606-5

7. Request for accelerated payment of selected reenlistment
Bonus, (Hardship or Compassionate). AR 600-200

8. Temporary deferment from overseas assignment AR 612-2
AR 614-6

-' AR 614-30
AR 614-101

9. Appointment of commissioned and Warrant Officers AR 601-100
in the Regular Army DA Cir 611 ser.

1 10. Extension of enlistments and current periods

of active duty. AR 601-280

11. Dependency or hardship separation AR 635-200

12. Voluntary retirement of enlisted personnel AR 635-200

TABLE 2: (Continued)

V * - .. *-. . *-o



PREPARATION OF PERSONNEL ACTION (DA FORM 4187)

PUBLICATION TITLE
NUMBER

* '.AR 40-3 Medical, Dental and Veterinary Care

AR 140-192 Organization, Training, Assignment and Retention for Military
Intelligence, Signals Intelligence, Electronic Warfare and Signal
Security Units

AR 190-9 Military Absentee and Deserter Apprehension Program

~ .'AR 229-90 Army Bands

*AR 230-60 The Management and Administration of the US Army Club
System

AR 351-1 Individual Military Education and Training

AR 35 1-5 Army Officer Candidate School

-. AR 600-10 The Army Casualty System

AR 600-200 Enlisted Personnel Management System

AR 60 1-100 Appointment of Commissioned and Warrant Officers in the
Regular Army

AR 601-270 Armed Forces Examining and Entrance Stations

AR 601-280 Army Reenlistment Program

AR 604-15 Security Clearance of Personnel for Attendance at Continental
- United States (CONUS) Service Schools

*AR 606-5 Identification Cards, Tags and Badges

*AR 611-5 Army Personnel Tests

AR 611-6 Army Linguist Program

AR 611-201 Enlisted Career Management Fields and Military Occupational
Specialties

AR 6 12-2 Preparing Individual Replacements for Overseas Movement
'F (POR)

TABLE 3: TABLE OF REFERENCES



PREPARATION OF PERSONNEL ACTION (DA FORM 4187)

* ~PUBLICATIONTIL

NUMBERTIL

AR 614-6 Permanent Change of Station Policy

AR 614-30 Oversea Service

AR 614-100 Assignment, Details, and Transfers - Officers

AR 614-101 Of ficer and Warrant Of ficer Reassignment Policy

AR 614-103 Selection and Assignment of Officers in Military Intelligence

AR 6 14-1 10 Assignment of Airborne Officers and Processing Volunteers for
- * Training

AR 614-162 Selection, Training, and/or Assignment of In-Service Officer
Volunteer to Special Forces Organizations

AR 614-200 Selection of Enlisted Soldiers for Training and Assignment

AR 614-203 Assignment of Personnel with Physically, Emotionally or
Intellectually Handicapped Dependents

AR 621-101 Advanced Degree Program for ROTC Instructor Duty

AR 630-5 Leave, Passes, Administrative Absence and Public Holidays

IAR 630-10 Absence Without Leave and Desertions

AR 635-200 Personnel Separations -Enlisted Personnel

DA PAMPHLETS

351-4 US Army Formal Schools Catalog

601-1 The OCS Story

DA CIRCULARS

601 Scr. Personnel Procurement

611 Ser. Personnel Selection and Classification

TABLE 3: (Continued)



MONITOR PHYSICAL SECURITY PROGRAM

SUMMARY; Determine adequacy of security measures, inspect for
~...cornpliance, and monitor/supervise security education

.r. activities.

*CONSIDERATIONS: * A comprehensive and effective security program is a
mandatory requirement.

a Specific measures and training activities must be
tailored to local requirement.

ACTIONS: 1. Use accompanying flowchart to identify specific area

ofinterest.

2. Select appropriate aid to identify requirements, inspect
and/or supervise training.

REFERENCES: FM 19-30, Physical Security, I MAR 79.

AR 190-13, The Army Physical Security Program, 23 AUG 74.

AR 190-51, Security of Army Property at Unit and Installa-
tion Level, 1 AUG 78.

FM 30-17, Counterintelligence Operations, 24 JAN 72.

AR 190- 11, Physical Security of Arms, Ammunition, and
Explosives, 15 OCT 8 1.

AR 380-5, Department of the Army Information Security
Program, I- NOV 8 1.

AR 381-12, Subversion and Espionage Directed Against U.S.
Army (SAEDA), 1 JUL 81.

FM 32-6, SIGSEC Techniques, 18 FEB 77.



MONITOR PHYSICAL SECURITY PROGRAM

PHYSICAL SECURITY)

IPROGRAM

Physical Security
Officer Appointed

in Writing
(AR 190-13)

Mission Essential and
Vulnerable Items

Identified in Writing
(AR 190-13)

Procedures
Incorporated

in
Unit SOP

Equipment Arms Room, Key and COMSEC: Requirements
and Weapons, Lock and

Supplies: Ammo and Control: Guidance:
Explosives:

Use Table I Use aid at Use aid at Use aid at Use Table 2
this aid. page of page of page of this aid.

Guidebook Guidebook Guidebook

(AR 190-51) (AR 190-11) (F M 19- 30) (FM 32-6) (FM 19-30)

PHYSICAL SECURITY PROGRAM FLOWCHART



MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

ADMINISTRATIVE AND HOUSEKEEPING SUPPLIES AND EQUIP-MENT

I. Furniture and mess equipment

- Secure all buildings or rooms in which these items are
located. (A permanently assigned individual must be
present at all times when the facility is being utilized.)

- Secure dayrooms or similar common areas primarily used
during non-duty hours by one of the following:II - Control access.
- Sign for keys to facility.
- CQ/NCO periodically check the facility.

* A permanently assigned individual should be present when
facility is used.

2. Office machines
,  Secure all buildings/rooms when a permanently

assigned individual is not present.

* Secure small lightweight items in locked desk drawer or
cabinet.

,-3 Expendable/consumable supplies

_. * Secure items not yet issued in cabinets, containers, room
or building.

, . - Control all keys and locks.

- Secure DA Forms 3733-R "SSSG Identification and
credit authorization cards or plates" in a locked
container and control access.

- Store repair parts in a single area readily accessible to
main tenance/supply personnel

- Secure portable repair parts by one of the following:

- Locked, separate room/building.

- Locked steel cage, built-in container, or free
standing container large and heavy enough to be non-
portable.

hp7:- TABLE 1: PHYSICAL SECURITY OF EQUIPMENT AND SUPPLIES
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MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

REPAIR PARTS

M Secure non-portable repair parts in a secured building or
" "room.

. Control keys, locks, and access to repair parts storage
areas.

o Secure designated items as pilferable by AMDF by:

-- "Taking an inventory of items at least quarterly. (If
there is no history of loss/theft of pilferable items,
the inventory may consist of a random sample by line
items.)

- -Reviewing stock accounting records at least monthly
(by an officer or NCO).

- Devising an informal log to record all items not
controlled by line item accountability.

. Separate portable, pilferable items from other stock.

. Appoint a custodian to receive, account for, and issue all
pilferage coded items.

ORGANIZATIONAL EQUIPMENT

1. Compasses, binoculars, flashlights, watches, and other small
items considered useful in a non-military environment will be
provided additional security.

* Consolidate storage.

- Store under a double lock and key protection from the
vision of the public.

2. Communications/electronics; test, measurement, and diag-
nostic equipment; and other high value precision equipment
and components.

TABLE 1: (Continued)
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MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

- Provide double barrier protection when items are not in
use.

- Secure items in locked cabinet, drawer, locked
vehicle/van, armored vehicles within a secured

V. building/motor pool.

".-- Limit access and types of equipment in storage area.

- Devise a sign-in/sign-out log for small portable items
not issued on a hand receipt

. Control all keys and locks.

- Permanently fasten item to the internal structure of
a building.

.o

• CLOTHING AND EQUIPMENT

* Mark issued clothing items lAW AR 700-84.

. Secure individual clothing and equipment in open barracks
% 'by (options determined by the Commander):

S- Locking wall locker or foot locker.

- Locking duffle bags secured to building or furniture.

- Securing locked duffle bags in a locked room (e.g.,
supply).

- Providing a barracks guard during duty hours and a
CQ during non-duty hours.

TABLE 1: (Continued)
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MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

SUBSISTENCE ITEMS

0 Secure subsistence storage facilities at all times when
entrances/exits are not supervised by a permanently
assigned individual.

. Control all keys and locks to buildings.

* Limit/restrict access to storage areas of subsistence
items.

' * * Secure operational rations on parked vehicles in a
container or provide a unit guard.

0 Inspect shipping containers and cases, and ensure they are
empty. Flatten boxes for disposal prior to removal of
containers from the facility.

* Locate personnel lockers in a designated area away from
loose or broken food stuff.

VEHICLES AND MOTOR POOL

* Secure all Army vehicles in non-combat areas.

0 Lock commercial vehiclesusnistledorgiin
locking devices,.sn ntle orinto

.1; Lock tactical vehicles by chaining steering wheel and lock
with padlock.

# Secure spare tires with locks.

For vehicles that cannot be secured IAW the above:

0 Immobilize the steering mechanism, clutch and/or brake.

* Provide a guard in the motor pool during non-duty hours.

S.. TABLE 1: (Continued)



MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

-Roving guards may be used -must check the area not

less than once every 2 hours.

* Secure vehicles in garages and work sheds.

0 Equipment boxes locked and secured to vehicles.

* Control the entrances and exits to the motor pool.

* Control all keys and locks to vehicles and equipment.

POL PRODUCTS

a Lock POL pumps and, turn off electrical power when
personnel authorized to dispense the products are not
present.

0 Secure POL tank trucks by:

- Locking hatch covers.

* ~.- Locking manifold access doors.

- Securing manifold valve with a transportation seal if
manifold access door cannot be locked.

- Locking fuel pods on vehicles and M561 vehicle tanks
with padlock.

- Parking fuel carrying vehicles in motor pools that are
lighted and protected by locked perimeter barriers,
or provide guards.

- Securing POL products not on board a vehicle by one
of the following:

a. Place in a structure or area protected by lighting
and perimeter barriers/fences.

b. Provide guards during non-duty hours.

TABLE 1: (Continued)
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MONITOR PHYSICAL SECURITY PROGRAM

AREA/ITEM CHECK

- - ~ TOOLS AND SHOP EQUIPMENT

* Secure al toolsets and toolkits with a key operated

tumbler-type padlock.

" Secure portable items in:

- Locked building, room, vehicle equipment box.

- Locked built-in cabinet bin or drawer, wall-locker,
desk drawer.

- Containers chained and locked to building structure.

- Locked CONEX container.

. Devise a sign-in/sign-out receipt log for common tools
and portable shop equipment not on hand receipt to a
user.

" Control access to tools and shop equipment.

* Control all keys and locks.

AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
TRAINING AIDS

. Secure items in a locked container in a sound room, dark
room, classroom, or some other secure room or building.

& Control access to facilities.

TABLE 1: (Continued)
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MONITOR PHYSICAL SECURITY PROGRAM

ACTIVITY REQUIREMENT REFERENCES

Security General orientation on need for. and dangers to FM 19-30
Education security, and the individual's responsibility in pre- FM 30-17
(General) venting infractions'. Includes discussion of hazards Local

common to all personnel and definition of general Supplements
security measures in effect. Should be applicable to
both the geographic location and the nature of the
individual's duty assignment.

Should include measures for: (1) physical security;
(2) security of classified intelligence information;
(3) communications security; (4)
prevention/detection of subversion, sabotage,
terrorism and espionage; and (5) crime prevention.

Initial orientations/indoctrinations conducted as
soon as possible after arrival of new personnel.

Refresher training is conducted periodically in con-
junction with other training activities.

Special briefings conducted prior to, or in anticipa-
tion of, special or particularly sensitive
operations/activities.

Debriefings conducted when a person who has had
access to classified information leaves the com-
mand.

Indoctrination: For all personnel authorized or expected to be AR 380-5
Classified authorized access to classified information. Ar 381-12
Intelligence Local
Information Initial, upon assignment; refresher, at least once Supplements
and annually; special, prior to travel to or through areas
Materials of special concern; debriefing upon termination of

employment or absence from duty or employment
for sixty days or more.

Usually conducted by unit/command security
manager.

All briefings/orientations/debriefings should be
recorded lAW local policy and AR 380-3.

I A" TABLE 2: SECURITY EDUCATION, TRAINING AND BRIEFING

°
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MONITOR PHYSICAL SECURITY PROGRAM

ACTIVITY REQUIREMENT REFERENCES

SAEDA For all DA personnel. AR 381-12
Briefings

Conducted annually.

Normally presented by qualified CI personnel.

* '**Prepared specifically for a particular audience and
geographic area.

Special briefings for persons: (1) scheduled to travel
to or through areas of special concern or to
meetings in which representatives of Communist-
controlled countries are likely to participate; (2)
having close relatives residing in areas of special

* concern; (3) scheduled to travel in an area where
there is reason to believe that a hostage situation
exists or may develop.

Reporting of actual or suspected incidents is
mandatory.

Briefings should be recorded LAW local policy.

Crime Include in general security orientations. Purpose is AR 190-13
Prevention to eliminate or neutralize factors that cause

individuals to commit criminal acts and that remove
or minimize opportunities for committing such acts.
Local Provost Marshal's office may assist.

%. A,

TABLE 2: (Continued)
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RESEARCH THE MANUAL FOR COURTS-MARTIAL (MCM)

SUMMARY: Locate needed information in the Manual For Courts-Martial.

-: CONSIDERATIONS: * Subject of interest must be narrowed to a legal term or
phrase.

* Assistance may be obtained from the JAG office.

ACTIONS: Use the process shown at Figure 1 to locate information.

1. Select the KEY word or words that describes the
information you want to find.

2. Locate the key word(s) in the TABLE OF CONTENTS or
alphabetized INDEX.

3. Determine WHERE in the manual your information is
* ** located.

4. Turn to the page and/or paragraph and GET your
information. (See example at Figure 2.)

REFERENCE: Manual for Courts Martial United States (Revised Edition).

t 4
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RESEARCH THE MANUAL FOR COURTS-MARTIAL (MCM)

Jot down key
word or words Select different
that describes word and start

the information process again.
that you need.

Scan
Table of No
Contents

AIs the I h
Key word orScan Key word
words in the No Alphabetical or words

Table Index in the
Contents Index

Y-es tYes

Locate Locate the page
the page and paragraph

number of number of
.. the information the information

you need you need

- ... Turn to the page
number and get
your information

FIGURE 1: FLOWCHART OF THE PROCESS
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PROTECT THE RIGHTS OF AN ACCUSED OR SUSPECTED INDIVIDUAL,
DETERMINE PROBABLE CAUSE FOR SEARCH AND SEIZURE

SUMMARY: Preserve an accused/suspected service member's (SM) funda-
mental rights during apprehension, questioning, and search
and seizure.

CONSIDERATIONS: An accused or suspected service member has certain funda-
mental rights which must be protected:

.. PRESUMPTION OF INNOCENCE. An individual is
innocent until proven guilty in a court of law.

- PROTECTION AGAINST UNREASONABLE SEARCH
AND SEIZURE. Evidence found during unreasonable
searches cannot be used in a trial.

- KNOWLEDGE OF RIGHTS GUARANTEED UN )ER
ARTICLE 31, UCMJ, AND RIGHT TO COUNSEL. SM
must be informed of Article 31 rights and right to
counsel.

S-PROMPT ACTION ON OFFENSES. SM must be notified
of charges and brought to trial as soon as possible.

- RIGHT TO TRIAL BY ADVERSARY SYSTEM. SM has
the right to defense counsel, and to defend him or
herself.

ACTIONS: 1. PROTECT SM'S RIGHTS DURING APPREHENSION.

- If you have facts which reasonably indicate the SM
has committed or is committing a crime, appre-
hend the SM. See Figure 1.

* Inform the SM of his/her rights.

o Read Article 31 statement of rights to SM.
See DA Form 3881, Soldier's Manual Skill
Level 5, or GTA 19-6-3, (which is a handy
pocket card for easy reference).

o Make sure SM understands his/her rights.

o Ask SM if he/she wants a lawyer.

o Ask SM if he/she wants to answer any
questions or make a statement.
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PROTECT THE RIGHTS OF AN ACCUSED OR SUSPECTED INDIVIDUAL,

DETERMINE PROBABLE CAUSE FOR SEARCH AND SEIZURE

* Fill out a DA Form 3881, Rights Warning
Procedure/Waiver Certificate,

2. PROTECT SM'S RIGHTS DURING QUESTIONING.

- Fill out the portion of DA Form 3881 which per-
". tains to questioning. Do not ask any questions

unless SM has agreed in writing to answer the
questions.

- Question the SM. If the SM has agreed to answer
L..' .questions, he/she has the right to stop answering

questions at any time and cbnsult a lawyer.

3. PROTECT SM'S RIGHTS DURING SEARCH AND
SEIZURE. There are three ways in which a company
commander may lawfully seize the property of a SM in
the unit. If the correct procedures are not followed,
the search is not lawful.

0 Lawful search and seizure. See Figure 2 to deter-
mine whether a search is lawful.

. Inspections. The inspection must have a legitimate
purpose (readiness, health and welfare, etc,) and
cannot be a trick or false excuse to conduct what
is really an unlawful search. An inspection must
not be based on a belief that a crime has been
committed. Evidence of criminal conduct dis-
covered during a legal inspection can be used in a
trial, but if the inspection is not legitimate, the
evidence will not be allowed. NOTE: Inspections
to discover contraband such as drugs are per-
missible, but any contraband discovered will
probably not be used as evidence in a court
martial.

- Inventories. When a soldier is AWOL, about to be

confined, or detained by civilian authorities, anH inventory of the soldier's personal belongings is
required. Evidence uncovered during this inventory
is admissible in a court martial.

--.. ' .. . . . . ." , . . . .



PROTECT THE RIGHTS OF AN ACCUSED OR SUSPECTED INDIVIDUAL,
DETERMINE PROBABLE CAUSE FOR SEARCF- AND SEIZURE

REFERENCES: FM 7-1 IBs, Soldier's Manual, Skill Level 5, 5SEP 79.

FM 27-14, Legal Guide for the Soldier, 23 MAY 80.

FM 27-I, Legal Guide for Commanders, 18 MAY 81.

GTA 19-6-3, How to Inform Suspected/Accused Individuals of
their Rights.

Manual for Courts Martial (Revised Edition).

DA Form 3881, Rights Warning Procedure/Waiver Certif-
icate.

lip
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START: You must have facts
which reasonably indicate:

A crime has been or is being
committed.

.. The person being apprehended
committed or is committing the
crime.

Is SM-" scape, damagi Yes

Sproperty, or
Tel"Mthreateni s

unde ra re
S hreason to 

-
believe SM willYe 

PhysicallyKtry to destroy 
rsranS

o esuibeevid

e.." 
Tell SM that he/she i s" '. 'un 

d e r ap p reh e nsion .

•. 
or destructible evidence-

Search area within SM's immediate
control (could be reached with a

lunge or jump) for weapons or

evidence. DO NOT search I ocked
areas or whole room.

Inform SM of Article 31
rights and right to counsel.

FIGURE 1: APPREHENSION
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ORGANIZE/SUPERVISE THE UNIT TRAINS AREA

SUMMARY: Organize company trains area to ensure that the trains can
perform their mission, provide their own limited security and
maintain tactical discipline.

CONSIDERATIONS: * When task forces are formed and displaced, companies
move to their new location with unit trains which include
the appropriate POL, ammunition, medical and food ser-
vice elements.

0 Activities conducted by company trains:

0 Distribution of supplies.

0 Organizational maintenance of vehicles, radios and
other equipment.

0 Administrative activities, company aid station, and
mess area.

0 Storage of equipment not immediately required for
tactical operations.

* Brigade, battalion and company trains may consist of both
f ield and combat trains elements. Often times field
trains will be collocated for convenience and defend-
ability.

. Def initions:

0 Trains: A group of personnel, vehicles and
equipment put together to provide combat service
support to a unit.

0 Combat Service Support: The logistical and
administrative effort required to maintain a unit's
ability to fight.

0 Combat Trains: A subdivision of the unit's overall
trains assets which are tailored to the tactical
situation and are positioned closest to the unit's
area of operation.

0 Field Trains: Those logistical and administrative
assets not required in the combat trains.

0 Brigade Trains: Normally located about 20
kilometers behind the line of contact. It has no
Combat Service Support elements of its own to
support the Battalion.j



ORGANIZEISUPERVISE THE UNIT TRAINS AREA

o Battalion Trains: Organization varies with type of
unit, mission assigned, and the combat, combat
support and combat service support assets
available. Exact composition depends on the
mission and situation.

0 Company Trains: Normally consist of company
assets which are controlled by the XO or First
Sergeant. When echeloned, maintenance and
medical elements will remain close to the company
combat elements, while supply and food service
elements will be located with the battalion trains.

.'ACTIONS: 1. Select the location (see Table 1).

2. Organize for occupation (see Table 2).

3. Secure and conceal the position (see Table 3).

4.REFERENCES: FM 29-167, Supply and Transport Troop, Support Squadron,
Armored Cavalry Regiment, 15 SEP 92.

First Sergeant Course, Field Operations Lesson, 1982.



ORGANIZE/SUPERVISE THE UNIT TRAINS AREA

TABLE I: SELECT THE LOCATION

I. Considerations/criteria:

A. Near company command post
B. Have convenient road/trail network
C. Have alternate routes
D. Enhance unit's tactical freedom of movement
E. Have sufficient space to permit adequate dispersion
F. Offer concealment from hostile ground and aerial observation
G. Offer firm ground for vehicles
H. Located where terrain features do not become natural barriers to escape,

evacuation or evasion, e.g., an unfordable river
I. Near water source
3. Have suitable landing zone (LZ)
K. Near/on terrain that favors defense against. air/ground attacks and

facilitates local security

I.Organization cons ide rat ions/criteria:

A. Ammunition Supply Point (ASP) located away from POL and maintenance
area f or saf ety and to reduce traf fic congestion.

B. Ammo (Class V) Vehicles should be located away from other combat trains
elements, have a separate entrance and exit, if possible, and a designated
loading area.

C. POL point located near maintenance area and motorpark to provide central
source.

D. POL point must be readily accessible to all vehicular traffic.
E. POL vehicles, if required, should be loca-ted to ensure ease of movement

for vehicles, in close proximity to the maintenance area, yet allow safe
refueling of vehicles.

F. Mess facilities located to facilitate ration breakdown and/or preparation
and serving of meals.

G. Establish maintenance collection point to diagnose vehicle problems and
evacuate selected vehicles to higher echelons and salvage evacuation as
needed.

H. Select several parking areas throughout area to maintain dispersion and
provide concealment.

1. Aid station should be on the battalion supply route to facilitate reception
and evacuation of casualties. A vehicle dispersal area should be designated
near the casualty evacuation area.

3. Traffic flow should be established and controlled to enhance passive
security.

K. The person delegated to be in charge of the company trains area should
place himself in a position so as to best control all combat trains activities.

TABLE 2: ORGANIZE FOR OCCUPATION



ORGANIZE/SUPERVISE THE UNIT TRAINS AREA

I. To ensure tactical discipline when the trains are stationary, the following must
be supervised and checked:

" Camouflage discipline
* Defense plan to include fighting positions

- They must provide protection
- They must allow you to engage the enemy
- They must be concealed

. Guard assigned to secure the location

. Light discipline
* Noise discipline
- Dispersion of personnel, vehicles, and equipment
, Internal road nets should be one way
* Use of dismount points

2. Determine known threats and prepare for them; e.g., guerrillas, infiltration
troops.

3. Establish defense priorities:

, Observation posts (OPs)
* Listening posts (LPs)*
* Command post (CP)
* Emplace machine guns
. Begin operations (transport supplies, establish facilities)
0 Prepare fighting positions
* Position obstacles
* Begin patrols
- Dig protective positions
- Improve positions

• NOTE: At night, LPs replace OPs.
NOTE: The above list of priorities is general in nature and may be adjusted

according to local conditions.

4. If you use obstacles/mines to defend your trains area, they should be:

. Under friendly observation and covered by fire
* Concealed from enemy observation as much as possible
9 Erected in an irregular pattern
- Employed in depth
' Coordinated with natural obstacles
• Of no advantage to the enemy

TABLE 3: SECURE AND CONCEAL THE POSITION
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MAINTAIN UNIT SOP

SUMMARY: Check that SOP is useful, complete, and accurate. Post and
insert recommended SOP changes from higher HQ. Submit
recommendations for SOP changes 'fromn unit level to
battalion.

*CONSIDERATIONS: e All information within the SOP must conform to
applicable regulations and policy directives.

* SOP should be organized into sections, each dealing
with a different operation (security, training, supply,
maintenance, etc.).

0 All recommended SOP modifications from higher levels
should be posted and inserted immediately.

* Before making changes to the SOP which were
recommended at the unit level, the recommended
modifications must be submitted to the battalion in

I'.. writing.

ACTIONS: 1. Check each section of the SOP to ensure it contains the

following elements (see Figure I for sample SOP):

0 TITLE, NUMBER, and DATE of SOP.

0 PURPOSE - system or activity covered by SOP.

.4 0 SCOPE - all duty positions and sections covered by
SOP.

0 RESPONSIBILITIES - major functions of the
supervisor and each subordinate involved in SOP.

0 PROCEDURE - step-by-step instructions on how
the procedure is to be performed.

* FILES (if required) - description and location of all p
files involved in the SOP.

0 REFERENCES (if required) -list of all publications
governing SOP.

0 ANNEXES (if required) - attached sections, labeled
in alphabetical order with capital letters,
containing information which is either limited in
scope or technical in application and can be
excluded from the main body of the SOP.



* MAINTAIN UNIT SOP

* APPENDICES (if required) -attached sections,
labeled in numerical sequence with Arabic
numerals, containing publicAtions or extracts of
publications that are necessary to clarify an annex.

2. Check that SOP conforms to applicable regulations and
policy directives. Refer to SOPs and regulations from

* higher HQ, and ensure that unit SOP does not conflict
with higher HQ SOPs, regulations, or directives.

3. Check that each section of SOP is useful and realistic.
.0.'~Procedures in SOP must be those which the unit can and

should do.' The SOP should. not place unnecessary
burdens on the unit, such as redundant reports,
unrealistic Timelines, etc.

*4. Post and insert recommended SOP changes from higher
HQ. Insert changes where applicable, document, and
date them.

5. Recommend unit SOP changes to battalion HQ. Submit
in writing including detailed background of the proposed
change, justification, and an impact analysis if

* * appropriate.

REFERENCES: FM 104-5, Staff Officers Field Manual Staff Organization and
Procedure, 19 JUN 72.



MAINTAIN UNIT SOP

ADJUTANT SECTION, MP BATTALION SOP #4 1 FEB 1981

PURPOSE: To prescribe the Standard Operating Procedures and re-
sponsibilities of the Adjutant Section, Military Police Battalion.

SCOPE:
a. This SOP is applicable to all personnel and administrative
activities supervised or conducted by the Adjutant Section.
Procedures and policy will be adhered to for internal office
operations.

b. Procedure and policy contained herein will govern, when
applicable, all subordinate units attached to the Military

Police Battalion.

RESPONSIBILITIES: The Adjutant Section has primary staff respon-
sibility for the personnel services, administration, legal services,
and reenlistment for the units attached to the Military Police Batta-
lion. In addition, the Adjutant Section is responsible for the
currency and accuracy of this section of the SOP.

PROCEDURE: Procedures for the performance of Adjutant Section tasks
are outlined in the relevant Annex attached to this SOP.

FILES: All Adjutant Section files will be maintained at Battalion
headquarters. Details of the files are contained in the relevant

' . Annexes.

REFERENCES:
a. AR 190-11 f. AR 340-2 k. AR 604-5
b. AR 190-13 g. AR 340-18-5 1. AR 604-10
c. AR 190-31 h. AR 380-5 m. DOD 5200.1-R
d. AR 190-49 i. AR 380-13 n. FM 19-30 W'C
e. AR 190-51 J. AR 380-20

ANNEXES:
1. PAC Appointments 9. Promotions
2. Sponsor Program 10. Awards
3. Official Personnel 11. Sidpers Input/Related

Register Transaction
4. Forms Management 12. Safety
5. Meal Cards 13. Alcohol & Drug Abuse
6. Personnel Actions Prevention & Control
7. Annual Dental 14. Main

Examination 15. RREO
8. Leave

APPENDICES: None attached.

FIGURE 1: SAMPLE SOP

,, .--- .-. - *':* **



ANSWER PAY INQUIRIES FROM SERVICE MEMBERS

SUMMARY: Determine nature of pay inquiries; determine if initial action
has been taken; take initial action or process pay inquiry as
appropriate.

CONSIDERATIONS: Use this aid when one of your subordinates has a pay inquiry
or problem.

ACTIONS: Use the attached sample Leave and Earning Statement
(Figure 1) and accompanying Explanation of Automated

* . Codes (Figure 2) to:

1. Understand and explain leave and earning codes to
soldier.

2. Determine the nature of the soldier's pay inquiry.

3. Determine if initial action has been initiated for the
pay action in question.

4. If no initial action has been taken already, take appro-
priate initial action, e.g., letter of transmittal, DA
Form 4187.

5. If appropriate initial action has been taken, and enough
time has elapsed that the initial action should have
been processed, then the soldier has a valid pay inquiry.
Process a Pay Inquiry (DA Form 2142) lAW reference.

REFERENCES: AR 37-104-3, Military Pay and Allowances Procedures. Joint
Uniform Pay System Army (JUMPS-ARMY), 15 APR 73.

vA



ANSWER PAY INQUIRIES FROM SERVICE MEMBERS
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FIGURE 1: SAMPLE DA FORM 3686 -LEAVE AND EARNING STATEMENT,
SHADED AREAS INDICATE WHERE SPECIAL CODES MAY OCCUR.
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ANSWER PAY INQUIRIES FROM SERVICE MEMBERS

AUTOMATED ACTION ITEM CODE DESCRIPTION
AND ITEM CODES

A. ENTITLEMENT CODES

FS.BAQFamily Separation Allowances
FSBAQ TYPE I - BAQ
FSPCS TYPE II - PCS
FSTDY TYPE II - TDY
HOUSE Station Allowances
HOUSE 2 Overseas Housing Allowances
COLA Cost of Living Allowance
COLA 2
RENT Overseas Housing Allowances
RENT 2 RENT-PLUS System
IHA Interim Housing Allowance
TLA Temporary Lodging Allowance

."-"ASHA Advance Station Housing Allowance
-. VHA Variable Housing Allowance CONUS

BAQ Basic Allowances f{or Quarters with Dependents
"'.BAQIQ Inadequate Quarters

[ii BAQOE BAQ Own Election

BAQOR BAQ Own Right

BAQMR BAQ Married Rental
BAQIS BAQ Insufficient Space

Enlisted Subsistence Separate Rations
SR Stateside
FSR Overseas

Rations Not Available
RNA Stateside
FRNA Overseas
CMA Clothing Maintenance Allowance

Adjustments to:
CMAB CMA - Basic
CMAS CMA - Standard
CMAF CMA - Female

B. ALLOTMENT COLLECTIONS CODES

AER Army Emergency Relief
AER-C Army Emergency Relief Contributions
BOND Monthly US Savings Bonds
CFC Combined Federal Campaign
FED US Government Indebtedness
FININ Financial Organization
INS Commercial Insurance
NSLI Government Insurance
MBOND Multi-Month US Savings Bond
REDCR American Red Cross
SPT-V Voluntary
EDSAV Educational Savings

FIGURE 2: EXPLANATION OF AUTOMATED CODES USED IN
DA FORM 3686 - LEAVE AND EARNINGS STATEMENT

• - ., -..4.." . " -,.< ,, - -, . . . ' L.. . L ' - ,,, ., - , --



ANSWER PAY INQUIRIES FROM SERVICE MEMBERS

AUTOMATED ACTION
AND ITEM CODES ITEM CODE DESCRIPTION

C. OTHER COLLECTION CODES
-'':SGLI Servicemen's Group Life Insurance

, - GLDC Government Laundry and Dry Cleaning
iAP, APA Advance of Pay/Advance of Pay and Allowances
, .. .ACRUE Payment of Accrual Pay

CP Local Payments

FRFCM Courts-Martial Forfeiture (Regular Army)
FRF 15 Article 15 Forfeitures
DETCM Detention by Courts-Martial
DET 15 Detention by Article 15
FINE Fines
USSH United States Soldier's Home
MDC Advance Travel (PCS) (Moverhent Designat6r Code)
ATTDY Advance Travel (TDY)
CLOA Clothing Charge Sales
COMF Health and Comfort Issue
GPLD Government Property Lost or Destroyed
TRMT Transportation and Meal Tickets
STTAX State Withholding Tax
FICA TAX FICA Tax Contribution
FWT Federal Withholding Tax

C. LEAVE CODES

TXACL Excess Leave Current Fiscal Year
LXACL Excess Leave Last Fiscal Year
TILV Accrued Leave Correction to TI
LVLFY Change to Leave Data Last Fiscal Year
LVCFY Change to Leave Data Current Fiscal Year

FIGURE 2: (Continued)
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COUNSEL MILITARY PERSONNEL

SUMMARY: Insure that soldiers receive appropriate and adequate coun-
seling.

CONSIDERATIONS: e If a soldier comes you to with a problem.

. If a soldier is brought to you with a problem.

* If you observe a soldier who may have a problem.

ACTIONS: 1. DETERMINE WHAT THE PROBLEM IS.

Many times the "presenting" problem is not *the "real"
problem or the reason the soldier has come to your
attention. For example, a soldier may come to you
with a financial problem (presenting problem). You
may find that the financial difficulties are only a
symptom of the "real" problem which may be, for
example, drug related.

Suggested Areas to Ask About:

- What has been happening lately (in the last two or
three months) in the soldier's life. Include:

o personal relationships,
o work relationships,
o health status.

• Other areas of difficulty.

2. DETERMINE THE SEVERITY OF THE PROBLEM.

It is helpful to determine:

. How long the problem(s) existed

0 To what degree is the problem(s) impairing the
soldier's functioning?

• A particularly good question to ask is, "Could you
describe an especially bad situation when this
problem occurred in the past?"

N-. ,



COUNSEL MILITARY PERSONNEL

3. DETERMINE WHETHER YOU HAVE THE EXPERTISE
TO DO THE COUNSELING

Focus on the problem(s) in light of your expertise:

* Is this a work/uni. related problem?

* Is this a personal/health or social/family problem
that could best be dealt with by a professional,
trained in counseling?

4. IF YOU DETERMINE THAT YOU DO HAVE THE EXPERTISE,
CONDUCT THE COUNSELING.

5. IF YOU DETERMINE THAT IT IS WISE TO REFER THE SOLDIER
TO A PROFESSIONAL TRAINED IN THIS AREA,
REFER TO TABLE 1.

Table I is an alphabetical listing of common problem

areas with the referral agencies identified with a dot

(o) in the appropriate blocks.

6. TAKE NECESSARY FOLLOW-UP ACTIONS TO
INSURE THE PROBLEM HAS BEEN RESOLVED.

* Ask both the soldier and referring agency if the
problem has been resolved.

* -Terminate and document.

7. IF THE PROBLEM HAS NOT BEEN RESOLVED

* Determine if further counseling is necessary.

0 Decide if you will perform the counseling or if a
referral is necessary.

REFERENCES: AR 608-1, Army Community Services Program, 1 OCT 78.

FM 22-100, Military Leadership, 29 JUN 73.

FM 22-101, Leadership Counseling, 28 JUN 74.

GTA 21-2-8, The Soldier's Information Guide.

1._t L



COUNSEL MILITARY PERSONNEL
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TABLE1:-COMONOPBLEMAREAEADSRFERA AGENCIES

* * S-.,

;':' "- 'Administrative Separa tion • •

' '" Assignment/Reassignment

elBad Enlistment Contract

"-'- Child Abuse

""" (SM and Family)

Correction of[ Personal Data

'-','--TABLE 1-: COMMON PROBLEM AREAS AND REFERRAL AGENCIES



- .- *v.*-

COUNSEL MILITARY PERSONNEL
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Crisis Coue

~Accidents

Deaths
z," Severe Illness

< 0- w U ) )

Suicides

Handicapped
- Retarded

Dependency Statements/
Establishment

Drug and Alcohol Problems
* *Counseling

Evaluation
Treatment

Educational
Counseling
Improvement

TABLE 1: (Continued)
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COUNSEL MILITARY PERSONNEL
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PROBLEM AREAS < < < Z z >0

Emergency Family Assistance 0

*Baby Bundles

Christmas House
-" Clothing Closet

Food Locker
-*"- Lending Closet

Financial Assistance Loans

Equal Opportunity Problems

Estate Planning 0

Family Counseling 4 0

TABLE 1: (Continued)
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COUNSEL MILITARY PERSONNEL
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." PROBLEM0AREAS - <

UFinance Problems U U

nFinancial Counseling 0

General Family Problems a

Group Therapy

Health Problems

Household Goods

Housing Referrals

Information on Local
Post Services a

Information on Other
Posts/Assignment
Location

3ob Discrimination 0

TABLE I: (Continued)
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COUNSEL MILITARY PERSONNEL
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vU - 0
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• " "- 3oint Domicile

Legal Problems
Adoption

-' Bankruptcy
Citizenship
Civil Law
Claims Against Government
Divorce
Military Law
Naturalization
Passports
Power of attorney
Repossession Claims
Tax Problems
Uniform Code of

Military 3ustice
" Wills

Marriage Counseling
V'.

- Mental Health Problems 0 0
Consultations
Evaluations
Treatment

Mistreatment

MOS Study Courses

TABLE 1: (Continued)
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COUNSEL MILITARY PERSONNEL

o o4 -LmC 0 0

U.
<o0

.U.POBEMAzA

zz
LuW Z- <0-W z

-' PrentChildManaemen

LL. 0 < < L< <

Qm Assistance

F- < a. -z U~ C
Z ' L'L < Z Qu LQ W

PROBLEM AREAS <~ U U L)< V,

Parent Child Management

Assistance

Pay Actions

Pre-Marital Counseling

Racial Grievances

Reports
Compassionate Reassignment
Emergency Situations
Overseas Deferments

Retirement Counseling

TABLE 1: (Continued)
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COUNSEL MILITARY PERSONNEL
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School Applications___

Sex Discrimination

Social Service

Stolen Vehicles

Theft of Property

Vehicle Registration

Veteran's Benefits
and Assistance

Weight Programs

% Welcome Packets

W-2 Forms

TABLE 1: >->- . : - :. *



PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),

AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

SUMMARY: Make TOE/TDA change recommendations to the Commander.

CONSIDERATIONS: * Revision of TOEs is done on a recurring basis coinciding
with HQDA planning requirements.

- TOEs are reviewed continually to determine if interim
action such as revision or recision is required.

0 Any agency or field organization may submit recommend-
ed TOW changes to TRADOC at any time.

0 Definitions:

o TOE: A table which prescribes the normal wartime
mission, organizational structure, and personnel
and equipment requirements for a military unit,
and is the basis for an authorization document, the
MTOE. (See Table I).

o MTOE: A requirement/authorization document
which prescribes the modification of a basic TOE
necessary to adapt it to the needs of a specific unit
or type of unit.

o TDA: A requirements/authorization document
which prescribes the organizational structure,
personnel and equipment authorizations, and
requirements of a military unit to perform a
specific mission for which there is no appropriate
TOE. (See Table 2).

ACTIONS: 1. Look for and identify indications that a change in
TOE/TDA is warranted.

. Review TOE/TDA organizational policies (see Ex-
io tract of AR 310-31).

0 Review Identification and Documentation Chart
for additional guidance (see Table 3).

2. Prepare supporting documents:

* TOE analysis and summary (see Sample DA Form
1529-R).

. ,....,.. . ..... • -..............••........................... . ,.
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PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

.. Request for MTOE/TDA changes (see Sample DA
Form 4610-R).

3. Present recommendations for changes/improvements to
Commander on DA Forms 1529-R and 4610-R.

REFERENCES: AR 310-31, Management System for Tables of Organization and
Equipment (The TOE System), 2 SEP 74.

AR 310-34, Equipment Authorization and Utilization Policies
and Criteria, and Common Tables of Allowances, 24 SEP 75.

AR 310-49-2, The Army Authorization Documents System
(TAADS) MACOM Data Coding Procedures, 15 FEB 82.

SB "00-20, Army Adopted/Other Items Selected for Authoriza-
tion/List of Reportable Items, I MAR 82.
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PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

TOE 11-122H TABLE OF ORGANIZATION AND EQUIPMENT TOE 11-122H

SECTION II: PERSONNEL-ALLOWANCES

INDEX _ _ STRENGTH LEVELS RE2ARKS
DESCRIPTION AU r rt. CADE -

PARA LINE GRADE MOS 9 1 2 3 A B C ASI 2
:' '"a b ed • 9 i t M n 0

SRC 11122H400

HHD SIGNAL GROUP

01 CROUP HEADQUARTERS

01 GROUP COMMANDER COL 01010 SC 1 1 1 1 11 97

02 EXECUTIVE OFFICER LTC 01010 SC 1 1 1 11 97

03 C-E SYS ENG & PLAN OFF MAJ 07750 SC 1 11

04 S-1 MAJ 02260 SC 1 1 1 1 11 26

05 S-3/2 MAj E2162 SC 1 1 1 1 11

06 S-4 MAj 04010 Ho 1 1 1 1 11

07 BUDGET AND FISCAL OFF MAJ 06302 SC 1 11

08 CHAPLAIN MAJ 05310 CH 1 1 1

09 COMMAND SCT MAJ E-9 0OZ50 NC 1 1 1 1

PARA TOTAL 7 7 7 2 5

Column Explanations:

a. Paragraph number
b. Line number
c. Description
d. Grade
e. Military occupational specialty (MOS)
f. Branch

g., h., i. Strength authorizations for levels 1, 2, and 3
j. Strength quantities for augmentation
k. Type "B" strength
I. Cadre strength

m. Additional skill identifiers (ASI)
. n., o. Remarks (Personnel Remarks subsection at end of Section II)

S-TABLE I: SAMPLE TOE

4.
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PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

TABLE OF ORGANIZATION AND EQUIPMENT TOE 07-028H

-TOE 07-O28H SECTION III: EQUIPMENT ALLOWANCES

LINE ITEM EQUIPMENT LEVEL
SDESCRIPTION K

AUG TYPE

PARA -- BASIC1 1 3 A B

~SRC 07028HCIC

CBT SPT CO INF BN 5/IW RR 106MM

- 01 HEADQUARTERS SECTION

A72260 ANTENNA: RC-292 1 1 1

B07216 AXLE CABLE REEL: RL-27 1 1 1

B15688 BAG WATER STERILIZING: COTTON DUCK POROUS STITCHED SEAMS 36 GAL 1 1 I

B29464 BARBER KIT: w/CASE 1 1 1

B49272 BAYONET-KNIFE: W/SCABBARD FOR M16A1 RIFLE 19 19 19

B67766 BINOCULAR: MODULAR CONSTRUCTION MIL SCALE RETICLE 7X5OMM W/E 1 1 1

C52601 CABINET TOOL AND SPARE PARTS: W/18 DRAWERS AND 7 OPEN BINS 1 1 1

C68933 CABLE TELEPHONE: WO-1/TT 2 COND FIELD WIRE 6 6 6

E00533 CHARGER RADIAC DETECTOR: PP-1578/PD 3 3 3

E63317 COMPASS MAGNETIC: LENSATIC 1.5 IN DIA DIAL 5 5 5

E70064 COMP RCP PWR DRVN: TRK 2 WHL PNEU TIRES GAS DRVN 5 CFM 175 PSI 1 1 1 503

Column Explanations:

a. Paragraph number
b. Line number
c. Description

d., e., f. Level authorizations for 1, 2, and 2
g. Augmentation

* h. Type "B"

i. Remarks number

TABLE 1: (Continued)
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PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
p- AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)
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PROVIDE INPUT To CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

GENERAL GUIDANCE AND CRITERIA POLICIES FOR
CHANGE/MODIFICATION OF TOEs

(Extract AR 310-31 TOE Organizational Policies)

1. Minimum essential personnel and equipment to perform mission.

2. Balanced structure in terms of numbers and skills of personnel to ensure optimum
use and efficient maint-iance of authorized equipment.

3. Level 1 (100%) most effective organization for combat. Minimum essential
personnel and equipment to accomplish stated mission. (Column g., Section I DA
Form 2949 TOE Personnel Allowances.)

4. Level 2/3 (90%/80%) reduced capabilities. (Columns h. and i., Section II, DA
Form 2939 TOE Personnel Allowances.)

5. The stated functional capabilities shown in Section I of each TOE will be
maintained at all levels.

6. Strengths of TOE at level 2 (90%) and level 3 (80%) may deviate by 5 if the level I
strength is 200 or less.

7. Reduced levels may be achieved by line deductions, by elimination of small
" - component elements of the TOE concerned, or both.

8. Whenever battalions applying the line reduction rate and TOE strength falls below
85% of level I, individual elements should be considered, e.g., squads from
platoons.

9. Standards of grade authorization will be applied to level I column. Officer and
enlisted positions grades will remain fixed at all levels.

- .. . A>-
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PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

IDENTIFICATION DOCUMENTATION OUTPUT

I. Identification II. Supporting Documentation R
(Personnel/Equipment)

A. Reports (Failed ARTEPS, E
A. Can the stated TOE mission ATTS)

be accomplished with current- C
ly assigned strength/equip- B. Manpower shortages. Oper-
ment (sections, squads, pla- ating at level 2 or 3 when 0
toons)? TOE calls for level 1. (See

DA Form 2949, Section II,. M
B. Are there too many/few Personnel Allowances.)

soldiers? M
C. Check regulations/schools

C. Do they have the right to see if MOS skills and/or E
tools, equipment, and/or identifiers have changed.
weapons to perform the N
task? D. Have manning requirements

changed? i.e., TOW crew D
D. Do personnel have the from 3 to 4 personnel.

.correct MOSs? A
cr M sE. Has equipment been mod-

E. Are the skills matched to ified (MWO) requiring new, T
the tools, equipment, more different tools/gauges/
weapons, and task? equipment/maintenance? Im4

F. Are additional MOSs requir- 0
ed for a given task, or
section (Squad, Platoon). N

G. Are more/different tools
needed in lieu of/addition to
those already authorized?

Steps: (1) Review AR 310-31 extract for guidance/information;
(2) Use Identification side of Table 3 to specify problem with current

TOE;
(3) Document as indicated at Table 3;

.-. (4) Submit recommendations.

TABLE 3: IDENTIFICATION AND DOCUMENTATION

.4.



PROVIDE INPUT TO CHANGES OF TABLES OF ORG.ANIZATIOJN AND EQAUPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

TOE ANALYSIS
TABLE OF ORGANIZATION AND EQUIPMENT ANALYSIS TOE (Insert pro- PAGE NO. NO. OF

PART A - GENERAL posed TOE No.) PAGES
(AR 310- 31)

Present TOE No. Present Title Present Strength

Proposed TOE No. Proposed Title Proposed Strength

Narrative Discussion

Provide rationale for new TOE, revision, or changes. The narrative
will include discussion of mission, assignment, and details of employ-

ment of the unit, clearly indicating relationship to higher, sub-
ordinate, and adjacent units, method of operation, and functions of
the unit. Personnel not covered by criteria and measurable man-
power authorization standards, and major items of equipment will be
completely justified.

DA FORM 1529-R, 1 Mar 66 Previous editions are obsolete.



* ° ;-. ,°. -. --

PROVIDE INPUT TO CHANGES OF TABLES OF ORGANIZATION AND EQUIPMENT (TOE),
AND TABLES OF DISTRIBUTION AND ALLOWANCES (TDA)

SAMPLE TOE ANAL YSIS

SUMMARY SHEET

TABLE OF ORGANIZATION AND EQUIPMENT ANALYSIS

DATE 12/12/82

SRC 07028HE101 VS SRC 07028HE102

PART B PERSONNEL ALLOWANCES ANALYSIS
TOTAL COST

GRADE LEVEL I STRENGTH ANNUAL COST DIFFERENCE

07028HE101 07028HE101 DIFFERENCE 07028HEI01 07028HE101
03 0 1 1 $0 $30,000.00 $30,000.00

-. TOTALS 0 1 1 $0 $30,000.00 $30,000.00

PART C EQUIPMENT ALLOWANCES ANALYSIS

COST LEVEL I EQUIPMENT TOTAL COST
LIN PER ITEM DIFFERENCE DIFFERENCE

472260 Antenna RC 292 $335 ea. $335.00 $335.00

07028HE101 07028HE 102 DIFFERENCE

0 $335.00 $335.00

PART D SUMMARY

TOTAL PERSONNEL AND EQUIPMENT COSTS

07028HE101 07028HE102 DIFFERENCE

0 $30,335.00 $30,335.00

DA Form 1529-R TOE ANALYSIS
.... Enclosure: Personnel Allowances and Summary

. .. o .
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DIRECT COORDINATION AND PREPARATION OF ADVANCE/QUARTERING PARTY

SUMMARY: Coordinate and prepare advance/quartering party.

CONSIDERATIONS: @ Advance/quartering parties are normally dispatched when
there is an impending move of a unit from one location to
another.

- An advance/quartering party provides local security,
establishes tentative locations for sub-elements of the
unit, provides guides into the selected area, gathers
intelligence, and performs other tasks as directed by the
Commander.

. The advance/quartering party will be TASK ORGANIZED
based upon planned actions at the Objective/site.

ACTIONS: 1. Warning order (see example at Table I).

*- Receive warning order from higher Headquarters
. Plan use of time and post a timetable
i Issue your warning order

2. Conduct reconnaissance (see Sample Checklist, Table 2).

* Map
* Ground
* Air

3. Detail planning, coordination and preparation (see Table 3).

REFERENCES: FM7-7, Mechanized Infantry Platoons and Squads

FM 29-167, Supply and Transport Troop, Support Squadron,
Armored Cavalry Regiment, 15 SEP 82.

U.S. Army First Sergeants Course, Field Operations Lesson,
1982.
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DIRECT COORDINATION AND PREPARATION OF ADVANCE/QUARTERING PARTY

TABLE 1: SAMPLE WARNING ORDER

On order: Move to occupy positions vicinity DORMBACH, ZEIGENKOPF and hill 635 to
support Brigade covering force operations North of a line ELTERS GRID NA 6203
MAUERSCHELL NA 6603 ECHWEISBACH NA 6802. Operations order will be issued at
Battalion CP 050630Z.

The warning order is the first notice you get about an intended move/action. It comes from
higher Headquarters and may be written or oral.

-~ q

Upon receipt of the warning order, plan your timetable and issue your warning order. This
will allow time to review procedures, determine transportation needs, make task

.. assignments, etc. At this time the uniform, rations, ammunition, and equipment should be
prescribed.

Example: Sequence of Events

- Receipt of order * Request support needed e Get feedback
_ Review * Develop timetable * Communications check
. Identify problem areas a Alert/brief unit leaders * Personnel accountability

using OPORD format

TABLE 2: RECONNAISSANCE METHODS

Prior to the conduct of any operation, a thorough reconnaissance should be conducted.
There are three forms of reconnaissance: Ground, Air, and Map. Who actually conducts this
reconnaissance is often dependent on the type, size, and mission of the unit. If ground
reconnaissance is conducted, make a sketch.

Example: Reconnaissance Checklist

NOTE: Indicate findings during the conduct of your reconnaissance

TYPES ROUTE SITE/OBJECTIVE
F,,OF

CONSIDERATIONS MAP GROUND AIR MAP GROUND AIR

- Road surfaces and conditions S/X M/X S/X S/X SIX M/X

Railways and their condition X X X

Obstacles X X X X X X

Waterways X X X X X X

Availability of potable water X X X X X x

Condition and arrangement of
available buildings

1. NOTE: Considerations may vary depending upon mission, type of unit and terrain
peculiarities.

2. S=Satisfactory; U=Unsatisfactory; M=Marginal; X=Items to be checked.

• C' * . ° * C "-., • . .- ° -. o . .-C* -° ,°. • C -C - . C " -. .• ". . " . -. .,° "-.. . .,o -.. . . . . ..- °o .... .. .. % . . -. ' ".% o.



DIRECT COORDINATION AND PREPARATION OF ADVANCE/QUARTERING PARTY

ACTION SUPPORTING ACTIVITIES

1. Planning A. Task organization (METT-Mission, enemy, terrain, troops)
I. Personnel: number, type (infantry, armor, specialists)
2. Equipment (special)
3. Weapons (special)
4. Attachments/detachments
5. Supporting fires (direct/general support)
6. Transportation (vehicle, aircraft, water craft)

B. Command and Control/Chain of Command/Procedures
C. Timetable/Schedules
D. Alternate plans and routes
E. Contingency plans (abort/recall)
F. Convoy/movement control
G. Rally points
H. Control points (release/start points (RP/SP))
I. Duties of personnel
3. Actions at the objective site
K. Security
L. Rehearsals
M. Loading plans (vehicle/aircraft/water craft)
N. Other special requirements as directed
0. Final briefing and/or operations order
P. Final inspections
Q. Final coordination

II. Coordination A. S-I
1. Unit SOPs as appropriate
2. Admin/log order (combat service support)
3. Administration/reports

B. S-2
1. Intelligence gathering (SALUTE)

S - size
A - activity
L - location
U - uniform
T - troops
E - equipment

2. Situation briefing
3. Security briefing
4. Operation SOPs as appropriate

C. S-3
I. Operations order (if/when available)
2. Special instructions
3. Frag orders
4. Routine orders

TABLE 3: PLANNING, COORDINATION, AND PREPARATION CHECKLISTS

.. . . . .."..*



DIRECT COORDINATION AND PREPARATION OF ADVANCE/QUARTERING PARTY

ACTION SUPPORTING ACTIVITIES

II. Coordination D. S-4
(Conti-nued) 1. Rations

2. Ammunition/pyrotechnics
3. Special equipment
4. Batteries (radio/vehicle/flashlight)
5. POL
6. Transportation (air, land, water)
7. Special equipment/items

- . E. Signal Officer
1. Current CEOI
2. Emergency recall procedures/frequencies

F. Military Police
1. Convoy control
2. MP escorts/guides
3. Local authorities coordination

G. FIST
1. Priorities of fire
2. Preplanned fire
3. Final protective fire
4. Registration points

H. Battalion NBC Officer (check SOPs)
I. Other elements/units as needed/directed

. III. Preparation A. Muster formation for advance party personnel
B. Leaders check for prescribed uniform/equipment
C. Weapons, mask, ammunition, equipment and rations issue
D. Pre-operation checks on vehicles, radios, weapons and equip-

ment
E. Safety 'checks and briefings on equipment, vehicles and special

tools
F. Vehicle dispatches
G. Preparation/loading of equipment
H. Receipt/submission of reports
I. Designation/briefing of special teams/stay behind force
3. Prepare/issue strip maps
K. Rehearsals
L. Timely movement to assembly area
M. Final coordination/briefing/inspection/communications checks
N. Other supporting activities as needed/directed

TABLE 3: (Continued)

5 "
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IMPLEMENT AND ENFORCE UNIT COMMUNICATIONS SECURITY (COMSEC) PROCEDURES

SUMMARY: Establish and monitor procedures to prevent the enemy from
obtaining information from telecommunications activities.

CONSIDERATIONS: A complete and effective COMSEC program contains

procedures for:

" Cryptosecurity

' Transmission Security

. Emission Security

- Physical Security of COMSEC Equipment and Material

- Emergency Evacuation or Destruction of COMSEC
Equipment and Material

ACTIONS: I. Use COMSEC checklist at Table I to assure basic
procedures have been established and are being
followed.

2. Use Security Checklist For Operators, Table 2, to
monitor performance of radio operators.

3. Use COMSEC Discrepancy Index, Table 3, to monitor
communications activities in your unit.

REFERENCES: FM 11-50, Combat Communications Within the Division (How

to Fight), 31 MAR 77.

FM 24-1, Combat Communications (How to Fight), 30 SEP 76.

FM 32-6, SIGSEC Techniques, 18 FEB 77.

FM 32-30, Electronic Warfare: Tactics of Defense, 31 AUG
76.

-. . °
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IMPLEMENT AND ENFORCE UNIT COMMUNICATIONS SECURITY (COMSEC) PROCEDURES

PERSONNEL, General

1. Access to classified COMSEC information, equipment and material (e.g.,
CEOI, OPCODES, Brevity Codes, Secure Key Devices, etc.) is limited to
persons with appropriate clearance whose duties require such access.

2. Personnel selected for COMSEC duties, e.g., custodians and alternates, meet
rank and grade requirements and are appointed IAW AR 380-40.

3. COMSEC personnel, operators, and users have received appropriate training in
handling, storage, maintenance and destruction of classified COMSEC infor-
mation, materials and equipment.

4. Operators and other personnel involved in communications operaiions have
received appropriate training in:

a. Transmission, cryptographic, physical, and emission security measures.

b. Antijamming operations.

c. Use of machine and nonmachine cryptosystems and authentication sys-
tems.

* - PHYSICAL SECURITY

1. COMSEC operations are conducted in a secure area with controlled access to
prevent unauthorized viewing/loss of materials or unauthorized entry. When
appropriate, classified storage is provided.

2. A control system ensures proper safeguarding and accounting of classified
COMSEC materials, information and equipment (e.g., CEOI, OPCODES,
Brevity Codes, Secure Key Devices, etc.).

3. Classified waste is protected and destroyed.

4. COMSEC materials are packaged, transported and receipted from IAW AR
380-40 and AR 380-41.

5. Emergency evacuation and destruction plans have been prepared, and assigned
personnel know how and when to execute them.

6. SF 153 is completed, witnessed and forwarded for all instances of emergency
destruction.

7. Known or suspected violations of physical security are reported IAW AR 380-F 40.

TABLE 1: COMSEC CHECKLIST



'- .' IMPLEMENT AND ENFORCE UNIT COMMUNICATIONS SECURITY (COMSEC) PROCEDURES

CRYPTOSECURITY

1. All classified information is encrypted lAW AR 380-40 and 380-52.

2. All COMSEC personnel have been instructed and tested in the use of
cryptosystems (on-line and off-line) before being permitted to handle actual
traffic.

3. COMSEC personnel are familiar with provisions of ARs 380-40, 380-41, 380-52

and the operating instructions for all cryptosystems held by their commands.

TRANSMISSION SECURITY

1. All electrically transmitted messages and conversations, to include' unclassi-
fied traffic, are encrypted whenever possible.

2. Commanders and all other personnel associated with the preparation and
processing of electrical messages are familiar with the contents of ARs 105-
31, 105-34, 380-26, 380-40, 380-52, and 530-2.

3. Operators recognize the different types of enemy interference activities,
know how to react to each, and how to submit an Interference Report to the
C-E Officer.

4. Commanders and all other personnel using the radio adhere to radio commun-
ications security procedures outlined in FM 32-6.

5. Telephones are used for official purposes only; conversations are brief;
classified information is not discussed or alluded to; and COMSEC aids and
authentication systems are used as appropriate.

EMISSION SECURITY

1. Equipment operators use the lowest power setting necessary to test and
operate.

2. Communications facilities are located to shield or absorb side and back
antenna lobes and to prevent scattering of main lobe energy.

3. Dummy antennas and closed loop systems are used for testing, maintenance
and warmup.

4. Equipment is remoted and/or locations are changed frequently.

5. Schedules are established to provide for irregular and minimum operating
,- periods.

6. Frequencies are changed regularly.

TABLE 1: (Continued)
..'........................................- * .
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IMPLEMENT AND ENFORCE UNIT COMMUNICATIONS SECURITY (COMSEC) PROCEDURES

PURPOSE

This checklist is included as a guide for use in determining radio operator adherence
to prescribed procedures. Maximum transmission security is indicated wnen :1e
answer to each question is negative.

CHECKLIST

1. Is radio silence being violated?

2. Is unofficial conversation (chatter) being exchanged between operators?

3. Are transmissions taking place in a directed net without permission?

4. Is the operator's personal sign being transmitted?

5. Are call signs being compromised by their association wiih plain langage
designations?

6. Is plain language used instead of authorized prosigns and opera:ing sigas'

7. Are jamming activities being ignored?

S. Are the operators using unauthorized and incorrect procedures?

9. Do unnecessary transmissions occur?

10. Is the identification of units and individuals being disclosed in transmissjo-es

11. Are calls being transmitted excessively?

12. Are transmitting operators sending too fast for receiving operators?

13. Is excessive transmitting power being used?

14. Are transmitters being tuned with the antenna connected?

15. Is excessive time consumed in tuning, testing, changing frequenc., anc
adjusting equipment?

.. 16. Are authentication requirements and procedures being violated?

17. Are interference activities going unreported?

* TABLE 2: SECURITY CHECKLIST FOR RADIO OPERATOR3

-- V---.*.i 2*'.



IMPLEMENT AND ENFORCE UNIT COMMUNICATIONS SECURITY (COMSEC) PROCEDURES

This index may be used to monitor communications and reporting activities. It has been
extracted from the USASA Signal Security Operations Manual and is the index used by
SIGSEC personnel to prepare COMSEC Discrepancy Reports.

TYPE OF DISCREPANCY TYPE OF DISCREPANCY
1. Disclosure of capabilities 7. Disclosure of crypto-related infor-

a. Biological mation
b. Chemical a. Improper use of code or COMSEC
c. Combat efficiency material/information
d. Guided Missile or special weapons b. Cryptographic methods or details
e. Nuclear relating to cryptosystems
f. Tactical c. Cryptonetting

2. Disclosure of locations d. Use of unauthorized code
a. Assembly areas 8. Compromise of callsign/c'allwords
b. Command posts and frequencies
c. Communications facilities a. Callsign/callword or frequency
d. Frontline traces allocations
e. Supply depots b. Identification through association
f. Tactical objectives with another type of transmission
g. Troop concentrations c. Identification through content

3. Disclosure of plans and operations of message
a. Alert plans d. Use in net other than that tob. Attack plans which assigned

c. Defense plans e. Use of superseded or reserve
d. Exercise and maneuver plans callsign/callword
e. Intelligence plans 9. Failure to authenticate or improper
f. Mobilization plans authentication
g. Withdrawal plans 10. Failure to maintain circuit discipline;

4. Disclosure or reports for example, long rambling conver-
a. Casualty reports sations or loss of control by the
b. Intelligence summaries Net Control Station (NCS) due
c. Periodic intelligence reports to unofficial conversation
d. Situation reports
e. Disclosure of enemy action results 11. Operator's personal sign or manner-

ism (radiotelephone only)
5 Disclosure of logistic information 12. Disclosure of sensitive information

a. Critical shortages . Vi nrares
b. Introduction of new equipment b. All information listed in para
c. Research and development pro- 6, AR 380-26grams 6 R302

d. Reserve material 13. Unofficial conversation; for example,

6. Disclosure of personnel information operator chatter
a. Availability of replacements 14. Disclosure of classified information
b. Key personalities (general)
c. Personnel shortages
d. Special assignments

TABLE 3: COMSEC DISCREPANCY INDEX



ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED

SUMMARY: Determine whether separation is justified, process recoin-
mendations from Commander.

CONSIDERATIONS: . Soldier's suitability for military service

0 Mental
o Physical

0 Emotional

0 Drug and alcohol abuse

0 Misconduct

0 Personal reasons

0 Dependency

0 Hardship

ACTIONS: 1. Determine if administrative separation is justified.

2. Ensure proper elimination procedures are being followed
(see Table 1).

3. Forward and track separation packet as appropriate.

4. Process individual IAW with local SOP. P

REFERENCES: AR 635-200, Personnel Separations Enlisted Personnel, 1 OCT
82.

AR 600-85, Alcohol and Drug Abuse Preventive and Control

Program (ADAPOP), 1 DEC 81.I

'IL



ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED
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ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED
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ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED
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ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED
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ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED

LU

U4-

41C2. (U4- C 4- 0 X 0
LC4 bG).... m 0.

4G) @4 
0 

4 c c >.
> w Z000

u 4 1L > V~ 04U 
4

-o.. 0 c4 0

- 0 U -00. @4-C 0 0 0
*-~c 00~Cu ~ ~ . 4~4 ~ -

0 4L C v40 ~ @4 4

0 -. C 0 0  to 0+ C m u

.*0 4- 41 (u C-0 0 , 0 U
@4-- = c - -o- 4;-c

a 0 04 or 0 Mw4 C,a. U...L0 bo =~ o.@4 4 @4O 0 41 L 0 E
>04-@ Z 4C 4L >0 4 .- 4 C' 0 EO4

0 0 Cn "4 ) -. 0
.0 u 0 >)>.L.0 c .C 0  0 0 44

.4 4 .0 u 41 Do ~
- 1 0 . ;: 0 .~4 u0  0

Z0 0 ob c 0 c

Ano 4 04 - 4 ) E0 o 84
> @ 4-4 c - ; 010- 00 = 0.4

16 C- 0. %- C, >C- 0.oC , C

0-0 U, .r 0 C 04 4e 6 =C _ 0
0~- ~ - 0  ,0 *0. 004 *-c@ V

0 0 >C .4- >~0 L 0 w rbo

0 0. a.

C0 CO0 > C
4-~& 4-.0C

E' V 0&-
'o5 E~ 0. C -z 0-0 -o U20- 00.m C 0- V 0

L+U 0 @ *- C 
4 O 0 V.0 0U C

LU 0 >0 0- 0 0.'>
o 4.'. m A2 cu m .0 0t

0v 0. 0- OC) 0.0

".. C 0 E) M0 to bob )- 0 ,m *
m44 C E0 > 0~ 0010 4 C UU

~E 40 w" E CC L Ct -
04)0 0uu -4

C.C .0 0! 2L. C' 0

,V 0 E (

CL c )0 0m+I+

~<W 00

*~4-" o 0t

c - , U

L;6 0-004) t

m ~~~ ..V

-. .* v " t



% ~ENSURJE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED

~UJr

E. <
.-- = u u

4) (d > ~-
*~~t L. -- :t0 C ~

0L . CL
E -pc iE 0~ 4) -am t

0. 41 C!.~ O

-0 . -0 -'

s- to

(U -4 >43 E >
0 u o

. .- 0 U
0o0 0~ 0 .( 0

0 CO 
O-

0 4) 8

LLc U0 0'

LU U M. .-- r*- -

L. V c L- 4W 4

V D U .0 4 O V.C=; f J F

*5 0 0

SZ 0
*2 L

cc >-

0 0. C

=- - r

z 2: = -0 'u,0C u uL



ENSURE ADMINISTRATIVE ELIMINATION PROCEEDINGS ARE CORRECTLY FOLLOWED
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KEY AND LOCK CONTROL

SUMMARY: Monitor procedures for the issue and control of keys and
locks.

CONSIDERATIONS: Requirements vary somewhat for the issue and control of

keys and locks for:

0 General use

* Arms rooms
* Nuclear storage areas

ACTIONS: Use accompanying chart to identify specific responsibilities
for key/lock control officer and key/rock custodiani.

REFERENCES: FM 19-30, Physical Security, I MAR 79.

AR190-11, Physical Security of Weapons, Ammo, and
Explosives, 15 OCT 81.

FORSCOM/TRADOC Suppl I to AR- 190-11, Physical Security
of Weapons, Ammo, and Explosives, FEB 78.

46'
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KEY AND LOCK CONTROL

Commander:
Appoints 1Key/Lock

Control Officer
On Written Orders

Key and Lock /Appoints

Coentrol Officer

Advises on
Activity

i Key and Lock
Custodian

M onit or Key
Control Activities

KEY AND LOCK CONTROL OFFICER KEY AND LOCK CUSTODIAN
RESPONSIBILITIES: RESPONSIBILITIES:

1. Appoints and maintains a list 1. Secures keys after duty hours
of custodians. in a key depository which has

24 hour protection.
2. Keeps current roster of indi-

viduals allowed access to keys. 2. Signs keys out/in on key control
register. (Completed register

3. Develops and maintains key/lock sheets filed IAW local policy.)
accountability system.

3. Secures register when not
4. Establishes procedures for lost, in use.

stolen or misplaced keys.

Ie.,



KEY AND LOCK CONTROL

KEY AND LOCK CONTROL OFFICER KEY AND LOCK CUSTODIAN
RESPONSIBILITIES: RESPONSIBILITIES:

(continued) (continued)
.1 -

5. Establishes method of lock ro- 4. Conducts and records visual in-
tation, ventory of keys prior to trans-

fering custody. (Completed
6. Insures lock combinations are record sheets filed IAW local

changed as required. policy.)

7. Conducts semiannual key inven- 5. Makes visual inventory of keys
tory by serial number. (Records at end of each duty day.
and files IAW local policy.)

6. Keeps Arms Room keys
8. Maintains second copies of re- separate from other keys of

gister transactions, inventor- unit.
ies and custody transfers.

9. Secures reserve keys and locks.

8. Initiates action for lock
10. Secures alternate set of keys. changes and key ouplication.

at next higher headquarters.
9. Conducts and records monthly

11. Maintains custody of master key(s) key inventory by serial
number. (Completed record

12. Procures additional keys and locks, sheets filed IAW local
policy.)

.-p



REVIEW EQUIPMENT READINESS STATUS

SUMMARY: Use DA Form 2406, Material Readiness Report to determine
unit's equipment readiness status.

CONSIDERATIONS: * Equipment readiness involves:

o Command attention

o Maintenance operation and training

o Management of personnel

o Publicatiais, tools, and repair parts

*-.Improvement in equipment readiness may involve
improvement in any of these areas.

- ACTIONS: 1. Use Figures I and 2 to review DA Form 2406 for status

indicators.

2. Use Table I to:

- Diagnose repair parts supply and repair action.

0 Determine procedure for solving maintenance
problems.

REFERENCES: DA Pam 750-1, Maintenance Guide for Leaders, 10 DEC 82.

FM 43-1, Organizational Maintenance Manager's Guide-
Indicator List, 10 OCT 80.

TM 38-750, The Army Maintenance Management System
(TAMMS), 31 MAY 81.

S
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REVIEW EQUIPMENT READINESS STATUS

In ascending fCorrect Julian dotes'!
alphanumeric sece? MATERIAL READINE. OREf RT, JuoUA*NWA O coN'r-oL SYMBOL

I-* #, ttra. ee M L.) - .@pefoi t op. Ih DCVLC#C.

1. PERIOD OF ItEPOr.T . DATE PA lIED 3. UTILIZATI(4 CODE 4. PAO, NO. 44. #40. OP PAGER
- 9259 yo, 34 9350 ON 1 2

S. TO: '.^ UP , ) 6. FROM: i.4wd" ZIP Code) 1. UNIT IDENT I. TOE NoO.

COHMANDER COIMANDER CoPe
77th Infantry Dtvision(Mechani , 2il BW. 99th Infantry WB9Q9z 7-4SH.
.Fort Cook, CA 93000 ,Fort Cook, CA 93000 1 1

NOMENCLATURE DENSITY ECUIPmEwT AVAILABILITY rIaiLD us ONLY
ECC "UTH P )SEIBLI AVAILABLE NONAVAILASLE DAYSSt OU ODL LI ry CAND.' SW€: N~tIiN MODEL PIN TT DAYS DAYS I Oto j SPT

GB 3,j .T 3
'GB1CARR 14OR1 M125A1 GB72 9 9 819 789 . 8- 3 -1"3 6

2 CARR MORT M306A1 D10741 4 4 364 355 3

3 REVVY-VEN GF3 __________7 R50574 6 6 546 528 4 1 9 Total equal
CALR PER594113A1 E 8 480 1 7 1 4 possible days..4CARR PER M113A 59 5 7 404912087utj

S CARR C-P M577A1 D11538 6  6 546 508 17 5 12 4

6 TRK UTIL X60833 31 31 2821 2680 46 17 64 14

* 6A TRK UTIL HS1A1 X60833 2 182 173 7 2

6B TRK UTIL M151A2 HB 29 2639 2507 39 15 64 14

7 TRK AB M792 HF 1 1 91 85 3 1 1 1' ~X39961 I 1 8

8TRK CGO M561 X3F4 5 5 455 428 9 2 11 5

HG9 TRK CGO M35A2 MG07 15 1S 136S 1263 27 9 49 17

10 TRK GO M35A24 4 4 364 332 8 3 15 6
11 TRK X401466

11 TRK GO M656 JX41310 6 6 546 524 6 2 10 4HK

12 TRK CGO M520 41615 5 5 455 419 5 3 21 7

13 TRK0TK9FUEL Msog 2 2 182 174 2 1 4 1

EA 24DBEDITION OP JAW 4 IS OBE ILSTL

FIGURE 1: EXAMPLE OF COMPLETED DA FORM 2406 - FRONT SIDE

,. wu %;A
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REVIEW EQUIPMENT -READINESS STATUS

H.
INSPECT FOR THIS CROSS-CHECK THIS FORM/PUB

A. Block I - correct Julian dates for Unit Identification Code
first and last days of reporting period

B. Block 2 - actual date report prepared e Utilization code TM 38-750
* Reportable items

'-" C. Block 7 - correct unit identification * Line numbers.-- -"TOE
code Authorized equipment PropertyEquipment on hand Brokrt

D. Columns 9a-9f - separate line used Book
for each model or series. Authorized Nonavailable days, DD 314
and issued lines used for multiple line organizational and/
entries or support maint-

- enance
E. Column 9d - line numbers in ascend- Maintenance request

ing alphanumeric sequence number DA 2407
Nonavailability in support

F. Column 9f - correct on-hand density maintenance
*. as of date in block 2 Nonavailable status- DA 2408-1

itemized
G. Total from columns 9h, 9i, and 9j

equal possible days in reporting per-
iod

FIGURE 1: INSTRUCTIONS FOR COMPLETING DA FORM 2406 - FRONT SADE*0* *
, .

-- p..

.€
. . ... . . . . . . . .

A -J -
* ' . € ' ' ' - € ' ' " ' " ' , . " . - . ' . " . " - ." " " " " " " " " " ' " " " " . ' " ' - " - - ' " " ' . , . . - . *'



REVIEW EQUIPMENT READINESS STATUS

LE. STTU (or

)r T DTE ADITE To * - D SUPPORT MITNNELC*If*
12. DATN1 N DAE REMARKSt~a~e

~d Exesiv dea betee dat

adm tte to sh pIou n n

K.13 Correlatio of daily (f used)

H Itmnthy aond quatrl rptsaeaPatrqusionmbs DA26

FIGRe 2: SAMPLE OF an cOPED DA FORM D 24062 EERESD

1. Ecsiv ea eten dt

nonvalae coum 10d an date
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REVIEW EQUIPMENT READINESS STATUS

A""PROBLEM INDICATOR PROBABLE CAUSE ACTION REQUIRED

A. Large number of non- 1. Deficiency in material 1. Submission of equipment
available items because of comprising part, design improvement recommen-
failure of the same part. deficiency, deficiency dation (EIR).

in manufacture. - 2. Training, or establishment
2. Improper use of equip- . of school, or publication of

ment. operating instructions.
3. Improper organizational 3. Command action if due to

maintenance or lack of neglect. Technical assis-
such maintenance. tance if due to lack of

knowledge, skilled person-
nel, or time.

B. High nonavailability rate in I. Shortage of unit repair- 1. Request for school quotas.
one unit as compared to men. Initiation of O3T program.
other units. 2. Unit repairmen lack re- 2. Training through work

quired skills. parties from battalion or
3. Unit motor or main- establishment of a battalion

.- .tenance officers un- school.
familiar with or ne- 3. Command emphasis.
glecting organizational 4. Request for technical assis-
maintenance responsi- tance in development of
bilities. such a program.

4. Poor preventive main- 5. Provision of work parties
enance program. from battalion to reduce

5. Greater use of equip- organizational maintenance
ment because of backlog. Maximum use of
mission activities, sus- on-site repairs by DSU.
tained operations, etc.

C. Excessive number of items 1. Parts not available at
not available because of .DSU.

* nonavailability of repair 2. Incorrect demand data 1. Lateral transfer of parts
part. or clerical error. Fail- within the battalion,

"" I ure to maintain stock- fabrication, or controlled
'4. age at proper level, exchange.

3. Improper diagnosis dur- 2. Examination of unit supply
ing inspection. Failure procedures. Technical
to determine all parts assistance if required.
required. 3. Technical assistance if

4. Parts are fringe items. required. Emphasis on use
5. Improper inventory, of organizational test

equipment.
4. Cannibalization through

DSC. If demand warrants,
have items put on PLL.

*..• 5. Supervised inventory of PLL
** at regular intervals.

TABLE 1: TROUBLESHOOTING GUIDE FOR DIAGNOSING
A. MAINTENANCE PROBLEMS AND THEIR SOLUTIONS

.
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MONITOR UNIT SQT AND CTT STUDY PROGRAM

SUMMARY: Monitor the conduct of Soldier's Manual Task and Common
Task Training for the Skill Qualification Test and Common

-- ' Task Test.

CONSIDERATIONS: SQTs and CTTs are conducted on a yearly basis to test EMs'
knowledge of critical MOS-specific and common tasks.

ACTIONS: See Interaction Chart (Figure 1) for illustration of ISG's role
in SQT and CTT training.

I. Determine when SQT and CTT will be held for each
MOS in the unit.

2. Develop, monitor, and update a list of references
(Soldier's Manual, Common Skills Manual, FMs, TMs,
ARs, TEC lessons, training aids) which can be used to
help teach the task. See Resource List (Table 1).

3. Circulate the reference list to unit trainers
(platoon/squad leaders, etc.).

4. Ensure that time scheduled for SQT/CTT training is
properly used.

* Tasks are trained to standards listed in the
relevant SM or CSM.

. SQT task training is evaluated through papr
'. and-pencil quizzes because SQT will be a written

test.

• CTT task training is evaluated in a hands-on

mode because CTT is a hands-on test.
0 Unscheduled training time ("wait time," etc.) is

used to drill SQT/CTT tasks.

REFERENCES: FM 21-6, How to Prepare and Conduct Military Training, 3
NOV 75.

SQT Fact Sheet and SQT Schedule (for current year).

FM 7-MOSC 1/2, Skill Level 1/2 Soldier's Manual, SEP 82.

FM 21-2, Soldier's Manual of Common Tasks (Skill Level 1),
MAY 81.

I...le

* ~ -~ ~.a. N



MONITOR UNIT SQT AND CTT STUDY PROGRAM

SQT/CTT Unit /Tng NCO,
Notices CDR/ 53

1Receive /1
SQT/CTT Inform DevelopNotices t

!Unit Monitor
Bulletin Post RfnasTraining

Prominently Authorized Schedule

.. Monitor/

Advise
Trainers

Interpret/
Utilize

I- ' Actual
Training

SQT/CTT
Evaluation

FIGURE 1: SQT/CTT STUDY PROGRAM INTERACTION CHART

.1 .4
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MONITOR UNIT SQT AND CTT STUDY PROGRAM

- Extension Training Material Availability List (ETMAL)
quarterly list of TEC lessons.

Lesson Administrative Instructions (LAI) - for each TEC lesson,
administrative information and pre-post tests.

-:- FM 21-6, How to Prepare and Conduct Military Training

'- TEC Lesson 920-777-0505F, TEC for Green Tabbers

--- Army Correspondence Course Program (ACCP) catalogs: DA
Pam 351-20 through DA Pam 351-20-20.

-- DA Pam 310-12 and TRADOC Pam 71-9, Catalogs of TASC
Training Aids

.~ - SQT Fact Sheet, SQT Schedule

.- MOS-relevant Soldier's Manuals

Common Skills Manual (FM 21-2)

- 'MOS-relevant FMs, TMs, and ARs

TABLE 1: POSSIBLE RESOURCES FOR
SOLDIER'S MANUAL/COMMON SKILLS MANUAL TASK TRAINING

9 .
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RECOMMEND PRETRIAL CONFINEMENT TO COMMANDER

SUMMARY: Determine if pretrial confinement is warranted to ensure an
accused soldier's presence at trial, or to ensure the safety of
others during the pretrial period.

CONSIDERATIONS: Use this aid when an accused soldier is recommended for
court-martial.

ACTIONS: Use the attached flowchart to determine whether or not to
recommend pretrial confinement of the accused to the
Commander.

REFERENCES: DA Pam 27-18, Desk Book for Special Court-Martial
Convening Authorities

USAFACFS Pam 27-3, Legal Services: Military Justice and
Administrative Elimination Actions (Unit Commander's
Deskbook)

.e4



RECOMMEND PRETRIAL CONFINEMENT TO COMMANDER
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SUPERVISE UNIT ON-THE-305-EXPERIENCE (03E) PROGRAM

SUMMARY: Actions to take and materials to use to enhance the unit 03E
program.

CONSIDERATIONS: 9 All soldiers do not attend all levels of NCOES training.

- On-the-3ob-Experience (O3E) is a method by which
soldiers can progress in lieu of formal NCOES.

ACTIONS: I. Identify the tasks soldiers must perform to be proficient
in their MOS at their skill level. (See appropriate
Soldier's Manuals.)

2. Determine current level of proficiency of the soldiers to
be trained.

- Talk with first line supervisors.

- Review individual test results (e.g., SQT, EIB and
EMB tests).

0 Review unit test results (e.g., ARTEP and Crew
tests).

* Review training after-action reports.

3. Establish training priorities.

4. Balance the available resources against the training
needed.

5. Use materials designed to enhance individual/unit training
(see Table 1).

6. Integrate individual training into all phases of unit train-
ing wherever possible.

.7. Observe the preparation, conduct, and evaluation of train-
ing and make corrections when necessary.

REFERENCES: See Table I.

-" ",,.,..4'; , e , .. % * , , -: .. w, 4 -. o -', *% -' .: . •, " ' '.--" ".-- • ,"- -, . " . -" ," - -"v"." -",- •"-. "-
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SUPERVISE UNIT ON-THE-30B-EXPERIENCE (03E) PROGRAM

MATERIALS TO
SUPPORT REFERENCES REMARKS

UNIT TRAINING

Soldier's Manual DA PAM 310-1, Identifies critical tasks for that
NOV 82 MOS and skill level

Consolidated Index o D
Army Publications and Defines conditions under which

Blank Forms each task must be performed.
Sets forth minimum standards
of performance.

Training Extension DA PAM 350-100, The catalog identifies the
Course 5 MAR 82 materials by product number,
(TEC) Extension Training product title, and the MOS sup-

Materials Catalog ported.

- Resident Exportable DA PAM 350-100, May be obtained by submitting
-" Materials 5 MAR 82 a DA Form 17 to the proponent

(REM) Extension Training school.
Materials Catalog

Army Correspondence DA PAM 35 1-20 May enroll in a
Course Programs through 351-20-22, course/subcourse by submitting

(ACCP) 15 DEC78 a DA Form 145 to the U.S.
e --rny Correspondence Army Institute for Professional

Course Program De-velopment, U.S. Army
Training Support Center,
Newport News, Virginia 23629.

Army AR 621-5, Contact the local education
Apprenticeship 15 OCT 81 center for enrollment into this

Programs Army Continuing program.
Education System (ACES)

TABLE I

'p

*@ *
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ENFORCE TRAINING SAFETY REQUIREMENTS

SUMMARY: Identif y and enforce requirements that ensure safety in train-
ing.

CONSIDERATIONS: Most accidents and unsafe incidents are preventable. Lack of
safety planning and failure to adequately prepare all individuals
are the primary causes of accidents.

*ACTIONS: 1. Develop safe methods of performing each task.

2. Brief Personnel if there is a risk of hurting themselves or
damaging equipment. Cover all appropriate items:

% Exercise area terrain features

* Desert survival

* Flash floods

* Water supplies, and purification

0 Hot weather, heat prostration

* Cold weather survival

* Frostbite

0 Jungle survival

* Poisonous snakes, insects, and potentially danger-
ous animals

* Roadblocks

* Foxholes, field fortifications

3. Train your personnel in safe performance by adequately
demonstrating proper performance of tasks.

4. Properly place personnel in tasks which are within their
abilities.

*5. Make available safe tools and equipment and maintain
them in safe condition.

4/6. Promote teamwork kmong personnel.

7. Motivate personnel to perform safely.

S. Refer to Table I for guidance in identifying hazards and

unsafe conditions.



ENFORCE TRAINING SAFETY REQUIREMENTS

REFERENCES: AR 385-15, Water Safety, 15 OCT 79.

AR 385-65, Identification of Inert Ammunition and Ammunition

Components, 13 APR 73.

DA PAM 385-6, Playing it Safe in the Water, I MAY 80.

DA Pam 385-3, Protective Clothing and Equipment, 3 MAY 76.

TRADOC/FORSCOM Suppl I to AR 385-10, Army Safety Pro-
gram, JUL 79.

DA PAM 385-1, Unit Safety Management, 15 MAR 73.

, ~~~~~. - ... . *..... . . ... '...-.. .... "..........••"" ._.-



ENFORCE TRAINING SAFETY REQUIREMENTS

If training involves VEHICLES, then check:

1. Equipment 4. Operation
* Brakes (foot and hand) 0 Qualification of drivers (check
* Signals license)
* Steering mechanism * Licensed for vehicle being op.
* Lights (head, tail, blackout) crated

(clean, operative) * Control and safety checks of
* Horn vehicles dispatched from motor
0 Rearview mirrors (inside, out-

side) pools
side).* Assignment of assistant drivers

. * Safety straps (side, rear) with relief schedules
SWindshield (clean, cracks) * Orientation on march route
. First aid kit * Identification of hazardous
. Fire extinguisher areas on strip maps

Highway warning kits 0 Assignment of the responsi--- Adequate seating bility for conduct of passengers
- Tarpaulin and camouflage nets to truck commanders

. March unit patrols
STire condition Availability of wreckers and re-0 Tir condtionpair trucks

" Fuel lines * Proper load distribution
Exhaust system Proper marking of overwidth
Lubrication and overweight loads (check

" Cooling system made of bridge weight limits)
. Trailer couplings Vehicle guides for backing

afeTow bars a Whip antennas tied down to
Safety chains and devices clear high tension, trolley, and
Mechanical linkage other electric lines

,3. Convoy discipline' Safety orientation of personnel3. C o d On-the-spot corrections' Proper vehicle spacing * Properly secured cargo and. Safe speed equipment

* Blackout driving * Misuse of vehicles
,6 Halts (driver maintenance, cor- * Safety factors included in

rect parking, personnel off high- marchtable
ways) Discussion of marchtable safety

* Conduct of personnel * Maintain proper speeds for
* Adequate relief for drivers dur- existing conditions

ing continuous operations * Accident reports available (dri-
- * Presence of assistant drivers ver trained in completion)

- Personnel riding on loads or
parts of body over vehicle bed.

T.?N.

'p
~TABLE 1: TRAINING SAFETY CHECKLIST

............... . .....
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ENFORCE TRAINING SAFETY REQUIREMENTS

If training involves WATER, then check:

, Pre-dip equipment to detect water * Drownproofing
leakage * Life buoys and boothoods available

0 Swimming areas, and use of "buddy * Trained lifeguards
system" * Personnel trained in mouth-to-

, Life preservers available and used mouth resuscitation
, Safety lines * Water free of under-surface hazards
* Powerboats used as safety craft in

river crossings

If training involves BIVOUAC AREAS, then check:

4 * Reconnaissance of location (free of * Trailers (safety chains, tow bars,
duds, debris, rocks, poisonous plants, hitches, lights, brakes, etc.)
reptiles; located outside of dry * Adequate ventilation in all types of
washes, etc.) power unit-combustion engine oper-

. Appointment of bivouac area safety. aton (carbon monoxide poisoning)
officer * Proper Signal Corps lineman equip-

0/ * Appointment of bivouac fire marshal ment
0 Proper dispersing of personnel and 0 Area "off-limits" signs to unauthor-

equipment ized personnel
- Location and condition of faci'ities 0 Presence of privately owned motor

(mess kitchens, latrines, etc.) vehicles, motorcycles, etc.
0 Control of vehicle movement * Air raid/gas attack alarm systems
. Vehicle guides in "off-road" move- * Personal conduct:

ments during night and blackouts - Horseplay and altercations
0 Storing, handling, and using gasoline - Sleeping under vehicles

and other flammables - Sleeping in open unprotected
- Fire prevention equipment and activ- areas

ities - Unauthorized hunting
* Assembly area designations - Presence of intoxicants
0 Inner and outer security measures a Ventilation of tents, truck bodies,
* Firearms and ammunition controls and vans
* Maintenance and operation of mess * Location of motor, pools and vehicle

trucks parks (protection against fires, roll-
' Food and kitchen facilities (field ing vehicles and missappropriation)

41 ranges, portable heating units, diesel * Parking of vehicles to prevent roll-
- oil/gasoline burning equipment) ing into bivouac area

* Portable power tool and device safe- 0 Wire laying in vicinity of high volt-
ty guards age lines

. Electrical equipment grounds * Shower facilities
* Motor parks or large pools (if tactical a Refrigeration and food storage

situation warrants) facilties
- Coupling/uncoupling trailers and 0 Walking on streets or highways at

motor vehicles night (pedestrian hazard)

TABLE 1: (Continued)
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ENFORCE TRAINING SAFETY REQUIREMENTS

If training involves AMMUNITION AND EXPLOSIVES, then check:.

. Handle inert ammunition as poten- e Inert ammunition properly marked
tially dangerous (INERT EMPTY or DUMMY)

0 Who is authorized live ammunition * Chemical landmines
. Handling and detonation of nuclear * Use of M-10 gun flash simulators

explosion simulators * Handling and use of pyrotechnics
_ Blank ammunition (supply, account- (accountability)

ability, minimum firing distances * Disposal of duds
known) * No simulated hand grenades or im-

provised boobytraps

If training involves GAS MASKS, then check:

0 Properly labeled and colored * Air and oxygen cylinders fully
* Sufficient oxygen in area charged

. Rubber or elastomer parts pliable

If training involves AVIATION GROUND OPERATIONS, then check:

* Runways (length, width, condition) * Dust control
* Obstructions 0 Flying snow and whiteout control
* Proper markings * Control of airplanes during ground
0 Runway lighting (emergency) operations
. Fire and crash rescue facilities * Operation of airplanes by unauthor-
* "Off-limits" signs ized personnel
0 Gasoline handling and filtering * Accident investigation plan
0 - Emergency tiedown devices * Maintenance facilities

0 Weather prediction facilities

If training involves RANGES, then check:

0 Detailed maps to include surface Unauthorized trespass or presence
danger zones for weapons to be fired n ranges prevented"
in conjunction with specific ammuni- -e conducted over the heads of
tion to be used ,tected troops IAW approved

* Duds cleared from ranges prior to y procedures
permitting personnel access ing stopped'when aircraft tra-

* Range guards, barriers, signs, and verse the controlled area
signals posted * Range layout (availability of Fed-

. Ambulances, emergency-type med- eral controlled real estate) adequate
ical vehicles/aircraft and medical to contain the surface danger
personnel stationed zone(s) for the weapons and ammu-

* Downrange personnel protected nition authorized to be fired
0 Hearing protection devices worn lAW

AR 40-:

TABLE I: (Continued)

.. u.



ENFORCE TRAINING SAFETY REQUIREMENTS

If training involves RANGES, then checic (Continued)

0 Type of clearance to be performed * All records .vailable on an area to
determined be cleared reviewed to determine

, Only authorized ammunition per- the type of duds present and the
mitted to be fired degree of contamination

. Control of trespassing on range areas * Range guards or barriers posted to
provides for: cover all normal approaches to
- Preventing trespassing of ranges danger areas

during firing 0 The following warning signals and
- Excluding all unauthorized per- signs provided:

sonnel from the surface danger - Scarlet danger flags (range
zone during firing flags) and when necessary

- Prohibiting entry into the impact warning signs displiyed at ap-
areas by unauthorized personnel propriate points to warn per-
until a thorough search has been sonnel approaching a firing area
made by qualified personnel with in use

% any duds destroyed by qualified - Signs denoting mandatory wear
personnel IAW TM 9-1300-200 of hearing protection devices

- Permitting range access for - Scarlet streamer displayed dur-
training purposes, e.g., man- ing daylight firing hours and

euvers, only after completion of supplemented by blinking red
a visual clearance operation lights during the hours of dark-
(Digging of entrenchments, fox- ness
holes, slit trenches, etc., will not - Red flag displayed when firing
be permitted in impact areas.) from individual vehicles (to in-

- Preventing the handling or re- clude tanks, APCs, etc.)
moval of unexploded ammunition - Signs located in the vicinity of
(duds) by unauthorized personnel firing areas warning personnel

' of the hazards from projectiles,
backblast, bombs, duds, lasers,
etc.

TABLE 1: (Continued)



CONDUCT EVALUATION AND CRITIQUE OF UNIT TRAINING

SUMMARY: Conduct an -evaluation and critique of a unit's individual
and/or collective training.

CONSIDERATIONS: * An evaluation of unit training must precede a critique.M A critique of training should be constructive. Its only
purpose should be to help the trainer improve the
training.

ACTIONS: 1. Observe the training session and evaluate the training
using the attached Training Evaluation Report. Items
should be checked to indicate whether they are being
done (Yes), not being done (No),-not applicable (N/A), or

-' not observed. Use the comments section to describe
what you saw.

2. Critique the training:

? Tell the trainer and soldier(s) what you observed.
Describe actual behaviors, if possible. Have the

- trainer and/or soldier(s) describe what they did.

1 Discuss why actions were effective or ineffec-
tive. Let the trainer and soldier(s) evaluate
their own actions. If a judgment must be made,
let the trainer make it. Refer to standards in
the Soldier's Manual, ARTEP, or regulations, asneeded.

0 Have the trainer or soldier(s) describe how to
perform correctly next time or improve the
training. Make suggestions, and correct them if
their explanations are wrong.

-REFERENCES: FM 21-6, How to Prepare and Conduct Military Training, 3
- NOV 75.

Battalion Training Management System, BTMS-AC-g0-2,
Training Supervisor's Workshop.

44 •
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CONDUCT CRITIQUE OF UNIT TRAINING

TRAINING EVALUATION REPORT

Unit Date

Subject/Mission Principal Trainer

Time Training Began Soldier(s) Present for Training

Ended Time Evaluator Arrived

Location Time Evaluator Departed

YES NO N/A NOTOBSERVED

1. Did the trainer state training ob-
jective(s) in terms of tasks, condi- ED 0 -
tions, and measureable standards?

Comments:

2. Were the resources adequate to ac-
complish the training?

Time - C- C
Equipment C C C C
Training Area(s)/Classroom C C C C
Ammunition El 3 C3 0

Training Aids/Devices

Trainers (principal and assistants) C C C C
Comments:

3. Were resources used efficiently?

Comments:

4. Did the training progress in a logical
sequence toward meeting the com- C C " C
mander's training objective(s)?

Comments:d
4,

4 ,"-:-;-;-'"'" ,,,," ::::-":. ."F -"; ,' """"", .'-.' .:.----. . . -,,- , , .,p, . , = = ;1. ; ,: .. ..,...,. ...... ,........ .....



CONDUCT CRITIQUE OF UNIT TRAINING

NOTYES NO N/A OSRE

.45. Was the training free from distrac-

-~~~ tions?000I

6. Was the training free from safety
violations?

Comments:

*7. Did the soldiers undergoing training
appear to be motivated?

Comments:

9. Did the trainer:

*a. Inform the soldier(s) of the
training objective(s) to be000
accomplished and give reason(s)

d for the training?

b. Arrange training area so all0 I
could see and hear well?

c. Use understandable words? o o
d. Demonstrate how to perform

the objective(s) (when appro-0 0 00
priate)?

e. Give all necessary information?0 0 0
f. Avoid giving unnecessary infor-0 0 00

mat ion?0 0 0

g. Require "walk through" perfor-
mance of the objective (if ap-0 0 00
propriate)?

h. Encourage and respond to ques-
tions?

'6 I-
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CONDUCT- CRITIQUE OF UNIT TRAINING

YES NO N/A NOT

i. Exhibit adequate knowledge of m m ml
subject matter?

j. Show interest in helping
soldiers learn?

k. Make acceptable use of training
aids?

1. Use assistant and peer trainers
to best advantage? 13 E- 0

m. Make on-the-spot corrections?

n. Require practice until the
training standards were
achieved?

o. Test soldier's ability to perform o in m
the commander's training
objective?

Comments:
,,. 4

9. As a result of the training, did the
V soldier(s) successfully perform (i.e., in E i

meet or exceed the training stan-
V' dards)?

Comments:

- 10. Would you consider this training

adequate? -

Comments:

S.o

;.:
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REVIEW DA FORM 268.
(Report For Suspension of Favorable Personnel Actions)

*SUMMARY: Correctly complete initial, interim and final reports using DA
Form 268.

CONSIDERATIONS: DA Form 268 is initiated by the commander when derogatory
information reflects unfavorably on the character/integrity
of an individual.

0 DA From 268 is applied to ANY member of the Army:
Officer, warrant officer or enlisted person.

* Since this is serious and may affect the career of a
service member, only authorized personnel may see the
information.

ACTIONS: 1. Pull soldier's DA Forms 2 and 2475-2 (PDC) (source
documents). Extract the required information, and
correctly enter in blocks I through 17 of DA From 269.
(See example A.)

2. All suspension of favorable personnel actions must be
updated every 60 days. Interim reports are initiated on a
new DA Form 268. Use the original date, leave block 17
empty, and report NEW information in block 18. The
signature block date MUST be today's date. (See
example B.)

3. Final reports are treated in the same manner as the
interim report. A new DA Form 268 is filled out leaving
blocks 12 through 17 empty. Enter results in block 18
and complete Section III. (See example C.)

4. To fill out the last major block (DISTRIBUTION), refer
to AR 600-31.

REFERENCES: AR 600-31, Suspension of. Favorable Personnel Actions for
Military Personnel in National Security Cases and Other
Investigations or Proceedings, I NOV 81.

AR 604-3, Clearance of Personnel for Access to Classified
Defense Information and Material, 4 MAY 72.

9 . - .%



K REVIEW DA FORM 268

(Report For Suspension of Favorable Personnel Actions)

O-cs'..SO.ATO

REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTIONS ."'-'sTO
No ww of it"~ Ispim. I"AM N 31 . uee 6 .. 'b~t .v.v is MILPLACEN 30 Jul 81

1... 6 F.0 oft V SOCIAL SCCWMIY' ftURBS9 i SUSP(SS6 OATS UTS..
al~e -Day Des- .

-STOOT. RONNtIE P. 309-17-2443 28 Sep 81

E4 NDANAOIS, IN 21 Feb 51
6 .0Sc I. ..... r IA SCALTI 04%.&FIA6 0 9. &XSAsA1.e eATC OF CATeo

Oe*911 - so. g.-0. . .V~ Taim. or SamYICa

11820 1- :c~g.:9 DVI::'::Tag 10 Oct 84
's V.?. Ira -. a -go I -. S~T...,..1. 0ts SO O aCen .... . .. t.Ag..,Su.S.
.I -AJ0* CS-WflU *tSIt #.,I5 UC8USRPU

Cc A. 2d Sn. Fort Jones, GA
a. ~~~62d mIn FORSCF 30312 _______________________

FILL IN

*,.C'en s eA0tSS .uatD 119-OVALf 000 ac.. -Te ,w 0 ... .n

594 Stoot is in the Macon County Jail. He is suspected of selling drugs.

SECSc 1of is 001ISim Office?

d LEAVE
BLANK liCT60 it us YsCL 011000aUP06 COWLfT ON Of ACTION

to ~ ~ ~ CYB TAFS4.. f~oNav... 1041.1 1410.11

C)CeA C6.000cO~AAOm LV1 I Cdr, 12th mIn Div FILL
0 mitoes emgAa ace 0, * Smoa or 5, pe, me-of I Cdr, Cc A. 2d Bn IN

0uST, OAC',.mMsmeT OIS-saTION

Co "6161 SSLSAISCO P100s A0 SICy.Sig NIISLI CASS 610 Unit Suspense Files
PmOCSasSO ii..w mem0 cogg~winW. *coact

0vci rye, ACTION #5,500 t

VAOSS WA0S. &&a"5. TITUS9 AND 011NOIAAIoSFISAum
FILL INALBERT REED, ILT,

30 Jul81 Cdr. Co .2d Bn62d Ifl

a. P Oa.Um O I. agAV #0i 41,011,016. SAMPLE "F10 INPLCTIONiAL PURPOESSONLy-

EXAMPLE A: INITIAL REPORT
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ko.* a. REVIEW DA FORM 268
% 1. (Report For Suspensioro of Favorable Personnel Actions)

REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTIONS ... ~
Fot ... 4 %%,% Ilonm sft A R 600.3 j. she p'uploI'5 Wnc as M1LPE RCE N.30Jl8

2.- LS ' SOCIAL sEEUA.y'v ,,unA sus-CITI DATEr.,F ST001 RONN IE P. 309-17-2443 aPS
I .. K .. PLAC OPS~I D.TE OF 6-.

E4 INDIAN~APOLIS. IN 21 Feb 51 FsA

S.0C I.,d .A.5A U1 StCC*AL~~T- CIC.oAR a. 8LXP.&T§@..DATE 0. CAT Oft-

11520 8ACT?*YE Ovvy PON Tood 10 Oct 84

FILL IN A. NA'Om com.D *..s- ,- Sp Cmm Uoo -9 A..o.. Cap.I..
Co A. 2d Sn, Fort Jones, GA
62d mIn FORSCOM 30312

SECION I INI01TIAL REPORT

U. It ~DATE 1U*.1 T LST.. t -ILA SW ... 19ICD'tOuA Oft .1 O. c.

LE VE IASIS FOR SVSPt.LO OPPNRASLE9 02*~5EC P.O

BLANK 0AFOL 0 L-FoIAlOPI5WSIAL -0 "istO.5YeASC

(3 ANtSCLE IS 0IO. 0.)O~Iu

CjCOURt-PItOAL ACTIOft *EVESR00S(@6 IS VNICE OSL Cmom T20vs

%I T'a.s F& mc'

JISECTION It OIMPN REPORT

FILL INinvestigation continues.

SECTION! III PINAL REPORT UPON! COMPLETION Of ACTIONq
No so ACTION "Wowni~m ~.. &mN D.SPIDY.OftI-

LEAVE C) CALL C160"0 0 41ORAftl' I - Cdr, 12th mIn Div FILL INBLANK 0 01.CItlsGIVs ACI"SYg AIm.Ngs..o.e........, "1, a - Cdr. Co A. 2d Be
C Fwasisoom wosIMI g w"ASON sof @9 "oea "A ,OO

Og's 1mI.~u - mPRJ

03 Notoa ogL&ASaSromA OR C-OD s" CA&E at."* I - Unit Suspense Files

0 CI-tf USUAL ACYSOS "85

oavat, woet D .0. BASS. VITL A.0 0111A.&SAIIISIRAVP

FILL IN A. ALBERT REED 20T

25Tof E O I "AV tois O0.OLEYE SAMPLE -FOR INSTRUCTIONAL PURPOSES OILY'

%: EXAMPLE B: INTERIM REPORT

a 11_V



REVIEW DA FORM 269
(Report For Suspension of Favorable Personnel Actions)

%n

REPORT FOR SUSPENSION OF FXVORAB3LE PERSONNEL ACTIONS * ~ A4O

~O' t.n,.,AV 0.S.U~.wo~~~~.iMLF.R~t430 Jul 81

A 2 4. L19C49-? -. 890 S4S06(.6(L DATE a79

4.ot *. 9.O is.. 6.1~f , ~1

E4 INDIANAPOLIS, IN 21 Feb 5111 FILL IN 1282 99T:"r9. flIA *1 FDA 1.910Ot4

SEC?1094 I NTIAL REPORT

~~- 4.. *9 ~~ATP. 9U~ 4S~. * 40LA(1 'T.A9T.L. $S-iI4.0. ACT.*.

'r6dIf FORS9 CTO 3030 1412 1~t*49 .

**.PSl'S 00 UPI*4 OPa -0-0 0-009 -1PSOM14 ACTIONS

D 40L 1447-10.40S.*SIAL *T~~OF -- T*O.AL SEC

LEAVE Aoasa-ISL00 &.5 C3o
BLANK I9ICOKcoas62.A .S0b D

HMO it-ITRI 4O

I . S'.-04IS OF 4v~aO FOaaATIORO

* *h SK Stoat Was found innocent of the charges.

SECTIONd III- PFNAL REPORT UPON COMPLETION OP ACTION

It. ACT.10. AE 4C*9(4 asaa... ". DS79OUTIO.

I.. FILL IN l A0SE CLSDFAD^L I - Cdr, 12th mIn Div
D OMC.-ft*AAV ACTION TAKEN 4aSOM. *es1 .nmaR P~.. $4) -

04 AEFO .49,C-01690 11. REASON OF CORKIGVeNI.?. 1 -Cdr,* CO A. 2d Sn

0's ~s'~~' L.'ATSO - I - mPRJ

C0 -908 16LEASCO P01 AD00 197.90 ".L9 CASE 99.1C0

0) @-rsll PON^L. 4(7,01t ql....*R

04E9 V-1 YFO 4. SPAO. TITLE AND OQROAI Y. 111 IATI

AN 4I Oct 8 Cdr, Co A, id 9n, 62d Inf

DAf 6, 269 'CI"*." (OfI .1 . 0& 081sITE. SAMPLE "FOR INSTRUCTIONAL PURPOSES ONLY

4. EXAMPLE C: FINAL REPORT

Pao e 7 r



COORDINATE UNIT TRAINING

'?SUMMARY: Determine training needs, coordinate with other agencies!
offices to prepare for taining.

CONSIDERATIONS: Coordination must be done in a timely manner to allow other
agencies and offices sufficient lead time to respond effectively
to your unit's training needs.

ACTIONS: I1. Gather training information. Some important sources for
training information are:

* Training meetings 0 Training outlines

* BN mission files 0 T & E schedules
' CDR's guidance ARTEPs

* Training schedules

- ~VFrom these references, you can:

, Determine type of training (tasks to be trained) and
when it will be held. Keep in mind:

o Mandatory training

o Preparatory training

o Concurrent or remedial training

o Split training

- Determine who will do the training:

o Platoon/squad leaders

0 Subject matter experts

o Special teams (NBC teams, ttc.)

* Determine soldiers to be trained.

,. 0 How many

._ oetei Special characteristics (specific MOSs, etc.)

o Special Duty personnel for mandatory training

o Notif ication

.'
.'....................................

o-Sbjctmate expert• Y." o peia teams--~- (N-tas -t.



COORDINATE UNIT TRAINING

2. Coordinate with other companies and within the company.

0 Other First Sergeants

* Training NCO

* Platoon Leaders/Platoon Sergeants

* Squad Leaders

3. Determine specific training support/training resource
needs. Use Table I as a checklist, and write down all your
requirements. Keep in mind:

* Number

* Size

* Time

4. Submit requests for resources and support IAW local SOP.
Table I has space for you to fill in the name and phone
number of the proponent agency for each type of
resource.

5. Follow up your requests by contacting the responsible
offices directly to see that paperwork is being
accomplished. Table I has space for you to fill in POC
and phone number at each local office responsible for
training resources.

REFERENCES: ST 21-6-188-I, The Platoon Leader's Training Management
Book, APR 78.

., . . .- ... .. .., .. - "- .'- - i --' , - " " i "-' ', . • .', " , ?- , .', .,' "', " '. "- , '.'



COORDINATE UNIT TRAINING
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COORDINATE UNIT TRAINING
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COORDINATE UNIT TRAINING
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REVIEW/CORRECT UNIT MANNING REPORT (UMR).

SUMMARY: Compare new UMR with previous edition; submit changes/
corrections to next higher headquarters.

'o°

CONSIDERATIONS: Report is submitted semi-monthly.

ACTIONS: I. Compare data in new UMR to that contained in last
UMR on file.

2. Check all data elements for accuracy and correct new
UMR as needed. (See attached Chart for definitions).

3. Ensure previous correction submissions have been incor-
porated.

4. Forward new corrections to next higher headquarters.

REFERENCES: DA PAM 600-8-1, Standard Installation/Division Personnel
System Unit Level Procedures, I SEP 80.

AR 600-200, Enlisted Personnel Management System, I 3AN

4W.-',



x REVIEW/CORRECT UNIT MANNING REPORT (UMR).

C4 L. 4w 4 )))4
00 C! 0 (4- v v

ce 4- 0 41111 C 4- .
41 -o1 " 0- V- C

24 =: - o .c Lm .c v
z~ "D O.

-~ £ 0 tC *

E. u..u~0 4

Lu- Cv 0 a.
< to u' tou

2. v4) 4) 04

< .(4 0 0t Q

E v~ u 4) CO vLi c -

m. E E ~- 0 =+ 4 V >)-

-~0 0 0 C va I

4S 24 . 4 - -. - .- 104
<. -04.C. 00

N- 0 C- Cv 0

co C) -IJ ~4 C ) -C 4- o . a

0 m 0 0

oi 414. X 4.)

L)0m - 0 - * iVOU) a
22 0~ 0 a 4) 4)o ) bOy

ZZoO 4 4 aQ4) S 4" 0

ca co u L 4

V) W . .S. Ni

M. t 0 V)
u.It 0 0 Z

0< Lo" NZ U .'DU )

V) 02( 0 ~ U v ~0 in a)C 0 7- v
00

m~ vIi% 00
M~~ ~ ~ %4%-- ' v E

ou E_ 4- 0.-

.~t U 4. r& S 'u.~. *V) .* C p I-. =1j..... . 0 u



-L%; -.-.- .

REVIEW/CORRECT UNIT MANNING REPORT (UMR).
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REVIEW EER FOR ACCURACY AND COMPLETENESS

SUMMARY: Correctly process and review EERs.

CONSIDERATIONS: * Procedures apply to all enlisted personnel, pay grade E-
5 and above.

' • The Enlisted Evaluation Reporting System (EERS)
supports the Army's personnel management programs.

ACTIONS: I. Establish controls to ensure compliance with the
following:

0 Official rating schemes are developed and
published.

1 Each rater is fully qualified and knows whom
he/she is to rate.

0 Reports are prepared by the individuals desig-
nated.

* Rating officials give timely counseling to subor-
dinates.

S".Each rated soldier is provided a copy of the EER.

0 Soldiers receive assistance, if they request it, in
preparing appeals.

, Reports reach USAEREC or RCPAC NLT 60
days after the ending month of the report.

2. Establish an internal control system by performing the
following:

• Verify that the rating officials indicated in the

DF are correct. Notify the PSNCO of any
changes.

* If the EER is due to the rated soldier's pending
separation or reassignment, check the unit rating
scheme and determine if any change of rater
reports are required for the soldiers whom the
rated soldier rates. If so, immediately request
MILPO, through the PSNCO, to initiate the
reports.

a.-p



REVIEW EER FOR ACCURACY AND COMPLETENESS

" Verify that the minimum rating period require-
. . ment has been met. Obtain periods of nonrated

days from DA Form 2475-2(PDC). If it is found
that the minimum rating period has not yet been
met but will be soon, inform the PSNCO.

0 Forward the report to the rating officials for
completion and ensure that the report is
completed and returned to the PSNCO in a
timely manner.

. Assign suspense dates to your raters and
indorsers.

. Establish a EER log in which you indicate dates
*and to whom the EERs were given and the dates

they are to be returned to you.

3. Identify the correct EER reporting period and type of
*.''-, report.

* Reporting period (see Table 1).

0 Types of reports (see Table 1).

- TDY/SD reports (see Table 2).

0 Nonrated periods (see Table 3).

-- 4. Review EERs and follow-up.
4

- Check the description of duties for accuracy.
(Part 11 of the EER.)

- Compare the numerical rating in. Part III, A and
B, to the narrative in Part III, C, for
compatibility, (see sample EER at Figure 1).

. Check for comparative equity with contempor-
aries by using the quarterly DA message on
average EERs by grade and EERWA (Enlisted
Efficiency Report Weighted Average).

- Use EER checklist (Figure 2) to detect errors
and edit the report only to ensure correctness.

e.,

-.- *- .- --- .*----_-. *



REVIEW EER FOR ACCURACY AND COMPLETENESS

a Ensure that the rated individual has been proper-

ly counseled by the rating official.

.0 Forward the report in a timely manner to the
PSNCO, with comment on the DF.

" ' ,5. Returned EERs:

' Take corrective action as directed/indicated.

-• Return corrected EER to MILPO lAW suspense• '7 > ":d a t e .

; REFERENCES: AR 623-205, Enlisted Evaluation Reporting System, 15 3UN
81.

:. AR 600-200, Enlisted Personnel Management System, I 3AN
81.

DA Pam 600-8, Military Personnel Office Management and
Administrative Procedures, I MAR 82.

,%
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REVIEW EER FOR ACCURACY ADCOMPLETENESS

TYPE REPORT WHEN PREPARED

CDE

1.Initial Report 3 rated months after promotion to E3.

K2. Annual Report 12 months after the ending month of the last
report.

3. Change of Rater Report Will be submitted if no other reports have been
submitted in the preceding 3 months.

a. Normal change of rater.
b. Extended TDY or SD.
c. ETS, except for immediate reenlistment.
d. Relief or incapacition of rater.

4. Complete the Record When the soldier is about to be considered by DA
*Report for school, promotion or CSM selection.

.5. Special Report a. To recognize a deed or act so outstanding that
it should not await recognition.

b. To reveal a performance deficiency so serious
that it should not await normal reporting.

6. Relief for Cause Upon the removal of an enlisted person from a
Report rateable assignment based on a decision by a

4.' member of the person's chain-of -command or
suipervisory chain that his or her personal or pro-
fessional characteristic, conduct, behavior, or per-
for mance of duty warrant removal in the best
interest of the U.S. Army (AR 600-20).

7. Directed Report When there is a requirement for a -report and other
provisions of this Chapter do not apply. CG
MILPERCEN or CG RCPAC may direct a report to
be submitted.

TABLE 1: TYPES OF REPORTS
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REVIEW EER FOR ACCURACY AND COMPLETENESS

Period of Required Optional Disposition
-. TDY or SD Evaluations Evaluations ..

Less than None Letter Input Note No. 1
3 months to Rater

3 months DA Form None Note No. 2
or more 2166-6

NOTES:

1. Letter input is prepared by the TDY or SD supervisor and sent to the rated
soldier's military personnel office (MILPO).

2. A change-of-rater report is prepared by the TDY or SD supervisor and
.- forwarded to USAEREC or RCPAC through the rated soldier's MILPO.

TABLE 2: TDY OR SD SUPERVISOR'S REPORTS

V ..

.rd

-. . . . . . . . .
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PeriodsREVIEW EER FOR ACCURACY AND COMPLETENESS

1. Periods during which the soldier is in a status listed below are nonrated and
will not be counted toward a rating period or rater/indorser qualification.

REASON CODE DEFINITION

A ....... AWOL/Desertion

B ....... Break in active service of 12 months or less. (See 2
below.)

C .......... Confinement in a military or civilian detention facility;
assignment to Military Personnel Control Facility; or
assignment to Correctional Training Facility.

D ....... Temporary Disability Retired List (TDRL) status. (See
'V.L, 3 below.)

E ....... Break in eligibility for evaluation due to elimination of
E-4 EERs, I Oct 79.

....... In transit between duty stations, including leave, travel,
and Temporary Duty (TDY).

M ....... Missing In Action (MIA).

P ........ . Patient (including convalescent leave).

Q....... Lack of rater qualification.

R ....... New Recruiter Program.

S ....... Student at a military service or civilian school.

T ....... TDY or Special Duty (SD) other than that to attend

school.

W ....... Prisoner Of War (POW).

Z ....... None of the above. Letter of explanation attached.
This code will also be used when there is a nonrated
period resulting from reduction to a grade below E5.

TABLE 3: NONRATED PERIODS

97 4

=.0J.

=a
I

* - - .* ... . .. . ..



:k ~v G. 177 -7

REVIEW EER FOR ACCURACY AND COMPLETENESS

2. For a break in service of 12 months or less, that period will be included in the
nonrated months recorded on the next EER. For a break in service of 13
months or more, the beginning month of the next EER will be the month the
soldier returns to active duty.

3. For a TDRL status of any duration:

a. The beginning month of the next EER will be the month following the
ending month of the last EER.

* b. The inclusive dates of the TDRL period will be shown in Part I, Block K.

4. Periods of leave are rated, except as indicated in Reasons Codes I and P
.- - above.

5. The number of nonrated months during a report period will be computed as
follows:

a. Determine the total days in the report period during which the soldier
was in a nonrated status (1 above).

b. Convert the total nonrated days to nonrated months by using computa-
S-, tion schedule below.

COMPUTATION OF NONRATED MONTHS

Total Nonrated Days Nonrated Months

15 Days or less 0

16 days to 45 days 1

46 days to 75 days 2

.p.4 76 days to 105 days 3

106 days to 135 days 4

136 days to 165 days 5

TABLE 3: (Continued)

I.2'
,.'. .

%, . °. ,.+% '% q ... +'l= -. .'.++ .~ k+ , +. =° .,m+ . = ,. + • " ". ...



REVIEW EER FOR ACCURACY AND COMPLETENESS

PAR .w ADMdINZSTRATWE DATA
A. LAST hNJAa& - IW 146A - LOMA WIAL. L. 33A ~n.~JA . - ,

Jones, Robert E. 1517-33-43341 SFC 182-09-25
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REVIEW EER FOR ACCURACY AND COMPLETENESS

PART NV. EVAILIAT17ON4 OF POTE.UTL.L

' u7.20 904-

El] gow~Pi Uw E'l U
ew" Wo, to Wbtwd mmm.wau i l

SFC Jones has demonstrated the potential of becoming a First
*Sergeant. I recommend that he be permitted to attend the First

Sergeant Course and subsequently be assigned as a First Sergeant.

S,. 2. kawW bkam 6P= am Pin ppkmwb

AO.26 7120 .04.

SFC Jones has indicated that he can become a First Sergeant.
Recommend attendance at the First Sergeant course and an assign-
ment as a First Sergeant.

7 RV. AV rnT1TIO

A. MAME OF RATERa. L. &W

Avery, Leroy J.617314
PANK. 0AC.A42ARAM". miD MMl Ass . A wV
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nBurkely, David J. 1368-73-1423 1r~~ 3
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0 Btry B 3/63d ADA Commander 8210 27
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5173 1444 182 .10 I 28. siw Z
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REVIEW EER FOR ACCURACY AND COMPLETENESS

EER CHECKLIST

NAME: Last First, MI SSN. GRADE orRANK

NOTE: A checkmark in any of the NO blocks indicates corrective action is required.

PART I YES NO

1. Block 1. Is the period of the report more than three months
(except for special report)?

2. Blocks 3, K and L. Is a number of months entered, is/are
reason code(s) entered?

PART 11

3. Block A. Is the principal duty title as recorded on DA Form 2-
1, item 35 entered?

4. Block B. Is the five-place duty MOS code entered?

5. Block C. Is a clear concise description of the soldier's daily
duties, including actual work performed, additional duties, and
the overall scope of responsibility entered?

PART III

6. Block A. Has the soldier been evaluated with a numerical
score (0-5 points) on items 1 through 10 with subtotal entered?

7. Block B. Has the soldier been evaluated with a numerical
score (0-5 points) on items I through 7 with subtotals entered?

8. Block C. Have the rater and endorser prepared a narrative
explaining the specific aspects of duty performance?

PART IV

9. Has the rater evaluated the soldier's potential by placing a
numerical score (0-40 points) in the appropriate box?

10. Has the endorser evaluated the soldier's potential by placing a
numerical score (0-40) points) in the appropriate box?

lo-

FIGURE 2: EER CHECKLIST
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REVIEW EER FOR ACCURACY AND COMPLETENESS

YES NO

11. Have the rater and endorser entered comments relative to the
soldier's potential for higher level schooling, assignments, and
supervisory responsibility?

PART V

12. Have entries been completed by typing or printing in black ink,
except for signature?

13. Have proper rating officials signed the report?

14. Are dates in proper sequence?

15. If the report is a Special Report, has the report been reviewed
by a field grade officer?

16. Has the soldier signed the report or if not, is an explanation of
why not signed entered in block C?

PART VI

17. Have the rater's and endorser's subtotals been transferred
properly from Parts III and IV of the reports?

18. Has the sum been added properly then divided by 2 and the
report score properly entered?

(Screened by) (Date)

4W FIGURE 2 (Continued)
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SUPERVISE LOCAL AREA SECURITY
(DEFENSIVE OPERATIONS)

Kr. .SUMMARY: Supervise the planning and conduct of defensive operations.

CONSIDERATIONS: This aid contains basic considerations of defensive operations as
they apply to any unit. Specific requirements will vary
according to the type unit, the mission assigned and the local
terrain and weather.

ACTIONS: .1. Understand and apply the fundamentals of defense as
outlined in references.

-~2. Use Figure 1, Planning and Conducting the Defense, to
Supervise the planning and conduct of defensive opera-
tions.

REFERENCES: First Sergeants Course Materials, Field Operations Lesson

FM 7-10, The Infantry Rifle Company (Infantry, Airborne, Air
Assault, Ranger), 8 JAN 82.

FM 71-I, The Tank and Mechanized Infantry Company Team, 30
JUN 77.

Related Job Aids:

Implement Tactical Cover and Deception Plans
Implement and Enforce Unit Communication Security
(COMSEC) Procedures
Monitor Physical Security Program
Conduct Arms Room Inspection
Key and Lock Control



SUPERVISE LOCAL AREA SECURITY
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CONDUCT NCO CALLS.

SUMMARY: Prepare, conduct and control NCO calls to obtain useful
feedback and/or assist in the professional development of

3 NCOs.

CONSIDERATIONS: * NCO calls should be conducted on a scheduled periodic
basis, e.g., monthly or bi-weekly depending on your
unit's needs and time available.

. Avoid use of NCO call in lieu of valid training require-
ments or professional development.

. NCO call can be either formal or informal.

ACTIONS: 1. Develop, with the commander, a unit NCO call
policy/SOP.

2. Ensure widest possible dissemination of the information
in the NCO call policy/SOP.

3. Plan for NCO call (see Planning Guide).

4. Notify participants in a manner so as to ensure max-
imum participation by unit NCOs (see NCO Call
Notification).

5. Conduct NCO call (see Agenda Guide).

6. Exercise adequate control and direction over formal
NCO calls.

7. Provide for a follow-up mechanism and encourage feed-
back through active participation (see Communications
Flowchart).

REFERENCES: FM 22-600-20, The Army Noncommissioned Officer Guide,
MAR 80.

AR 350-17, Noncommissioned Officer Development Program
(NCODP), I DEC 80.

RB 22-600-20, The Duties, Responsibilities and Authority of
NCOs, 3UN S (United States Army Sergeants Major
Academy).

Vw * * = -4 .~f.,
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CONDUCT NCO CALLS

Plan each phase
before moving PHASES SUPPORTING ACTIONS

to the next

OUTCOMES State Outcomes Desired: How Will You Know You
Have Gotten the Outcome

1. What is to be under- You Want?
stood?

1. Written/oral check to
2. What information or see if NCOs can re-

suggestions do you peat, explain, etc.
want from NCOs?

2. List of at least
3. What problems do ideas/suggestions.

you want to solve?
3. List of at least

4. What skills are to be alternative solutions.
learned?

4. Performance check.

METHODS I. Lecture Select method most appro-
priate to subject and aud-

2. Demonstration ience.

3. Focused Discussion Rehearse.

4. Practical Exercise

RESOURCES 1. Guest speaker/

Assistant Instructor Identified/qualified/notified

2. Facilitator/Discussion
Leader Identified/qualified/notified

3. Flip Charts/Visuals

Available, appropriate,

current, self-made
4. Movies/Slides/Audio

Tapes Available, appropriate,
current

5. Materials
Adequate, conducive

6. Time
l .. Adequate, available

. 7. Facilities, classroom,
etc.

lop

PLANNING GUIDE
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CONDUCT NCO CALLS

NCO CALL NOTIFICATION

DATE:

TIME: (Total time allotted if appropriate)

PLACE:

TOPIC(S):

PURPOSE: Information, decision, mission or other

UNIFORM:

EQUIPMENT:

PERSONNEL TO ATTEND: All NCOs, 3r. NCOs, Sr. NCOs

SPECIAL INSTRUCTIONS/INFORMATION

NOTE: Notification, like warning orders and op orders, can be verbal or written
as the situation dictates.

NCO CALL AGENDA GUIDE

1. Introduce TOPIC/SPEAKER

2. Presentation of TOPIC
Lecture/Discussion/Film/Slides, etc.

3. Review/highlight MAIN POINTS

4. Question/answer period

5. Summarize

6. Closing Statement/Remarks

7. Follow-through:

A. Inform Commander as to result of NCO Call.

B. Take any actions needed based upon findings/directions as a result of
71 NCO Call.

C. Prepare and disseminate information to NCOs as to results/actions taken
based upon NCO Call findings/directives.

-- :
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SPOT CHECK VEHICLES FOR PREVENTIVE MAINTENANCE INDICATORS

SUMMARY: Quickly determine the general condition of the vehicles.

CONSIDERATIONS: For a detailed listing of the Preventive Maintenance Checks
and Services (PMCS), see the Technical Manual (TM) for the
vehicle.

ACTIONS: Use the attached checklist to perform spot checks on ve-
hicles.

I. Checks in the NO blocks of items 1, 2, and 3 identify
administrative deficiencies.

2. Checks in the YES blocks of items 4 through 14 identify
operational deficiencies.

REFERENCES: FM 43-1 (TEST), Organizational Maintenance Manager's
Guide, 10 OCT 80.

FM 43-1-1 (TEST), Organizational Maintenance Manager's
Guide, 10 OCT 80.

DA Pam 750-1, Maintenance Guide For Leaders, 10 DEC 82.
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SPOT CHECK VEHICLES FOR PREVENTIVE MAINTENANCE INDICATORS

ITEMS TO CHECK CHECK FOR: YES NO

1. Operator's TM Present on vehicle

2. Log book a. Dispatch trip ticket
(DD Form 1970 or DA
Form 2408-1)

b. Accident report form(SF91)

c. Accident Identifica-
tion Card (DD 518)

3. Operator's permit a. Qualified on this ve-

hicle

C. b. Current

4. Lights and Reflectors a. Broken

b. Missing

c. Inoperative

5. Frame a. Broken welds

b. Loose or missing bolts
and rivets

6. Exhaust System a. Leaks

b. Loose or missing
clamps and supports

7. Fuel System a. Leaks in tank

b. Leaks in lines

8. Lug Nuts a. Loose

b. Missing

*7°"1~

4P
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SPOT CHECK VEHICLES FOR PREVENTIVE MAINTENANCE INDICATORS

ITEMS TO CHECK CHECK FOR: YES NO

9. Engine a. Loose mounting bolts

b. Drtyfilters

c. Oil below "add" level

d. Leaks

10. Radiator a. Leaves, bugs, and de-
bris

b. Loose clamps

c. Coolant low

_____ _____ ____ d. Leaks _ _

11. eltsa. Missing

b. Broken

c. Loose____

d. Frayed

*12. Battery a. Discharged

b. Cracked

c. Corrosion on terminals

d. Loose cables

13. Instrument Panel a. Broken gauges

b. Inoperative gauges

14.'On Vehicle Equipment (OVE) a. Missing items

b. Broken items

15. Miscellaneous a. Dirty

b. Chipped paint ____



RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

SUMMARY: Process recommendations from higher HQ, determine
whether reclassification is justified, recommend reclassifica-
tion.

CONSIDERATIONS: . Directive from higher headquarters.

* Commander recommends reclassification.

* Soldier requests reclassification.

. Reclassification boards are mandatory when:

o Soldier will lose proficiency pay.

o Soldier is serving on an enlistment or reenlist-
ment for which he/she received a bonus.

o Soldier has or acquire-s a physical profile which
precludes full duty performance in an MOS in
combat.

ACTIONS: I. Recommend reclassification if soldier meets one of the

conditions listed on the decision matrix at Table I.

2. Forward required paperwork to higher headuqarters.

* Complete Comment 2, DA Form 2496 (Figure 1).

* If required, complete DA Form 4187; see table 2
for sample remarks.

REFERENCES: DA Pam 600-8, Military Personnel Management and Adminis-
trative Procedures, I MAR 82.
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RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

CONDITION ACTION TO BE TAKEN REFERENCE

A. Commander determines 1. Inform soldier of action a. AR 600-200
soldier should be removed to be taken.
from MOS for one of the b. AR 614-200
following reasons: 2. Soldier should decide

whether a Reclassifica- c. DA Circular 611 ser.
1. Erroneously awarded tion Board is/is not de-

MOS. sired, except in cases d. AR 611-201
2. Medical (physical) in- where a Reclassifica-

ability to perform tion Board is manda- e. DA Pam 351-4
required duties. tory.

3. Disciplinary actions f. AR 600-37
taken under UCMJ, if 3. Determine if action re-
such action adversely quires HQDA approval g. AR 195-3
affects the soldier's (Centrally managed
eligibility Lo perform MOS) or whether local
duty in the MOS. headquarters can ac-

4. Loss of qualifications complish action.
which makes the
soldier incapable of 4. Determine new MOS(s).
satisfactorily per-
forming in the MOS.

5. Lack of security
clearance required to
perform duties nor-
mally associated with
MOS. Prior to any
action taken because
there is no security
clearance, the pro-
visions of AR 600-37
will be complied with.

6. Appointment to or
reduction from a pay
grade which is not
commensurate with,
or authorized for,
previously held MOS.

7. Direction of HQDA.

TABLE 1: DECISION MATRIX OF RECLASSIFICATION ACTIONS
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RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

CONDITION ACTION TO BE TAKEN REFERENCE

8. Upon completion of (See previous page) (See pievious page)
any training or
retraining action per-
mitted by current DA
policy to MACOM
concerning surplus and
shortage MOS.

9. When the Commander,
US Army Criminal
Investigation Com-
mand, accepts a
soldier to perform the
duties of an appren-

• .tice military police
criminal investigator
(AR 195-2).

10. Upon promotion in an
MOS other than
PMOS.

B. Change in soldier's Prepare retention state- AR 600-200
profile, but soldier and ment; take no action on
commander determine the reclassification until fur- DA Pam 600-8
soldier can perform duties ther notice.
of MOS with the change

.4*. in profile.

C. Change in soldier's I. Whether change in pro- a. DA Pam 600-8
profile; soldier and file is determined
commander disagree as to during periodic medical b. AR 600-200
soldier's continued per- examination or com-
formance of duties. mander and soldier c. AR 40-501

disagree as to soldier's
continued performance d. DA Circular 611 ser.
of duty, it is mandatory
for soldier to appear e. AR 611-201
before a Reclassif-
ication Board. f. DA Pam 351-4

g. AR 614-200

TABLE 1: (Continued)
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RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

a..

CONDITION ACTION TO BE TAKEN REFERENCE

(See previous page) 2. Select new MOS(s) (See previous page)
using references d
through f. If Reclas-
sification Board cannot
recommend new MOS(s)
and/or finds the soldier
unfit for continued
duty, refer action to a
Medical Evaluation
Board. If soldier fails
to meet medical reten-
tion standards, he will
be further referred to a
Physical Evaluation
Board.

3. Determine whether
action concerns cen-

I -trally managed MOS re-
quiring HQDA approval
or can be completed by
local headquarters.

D. Soldier volunteers for 1. Determine eligibility a. AR 600-200
reclassification. (ref a through d); if

training is required by b. DA Circular 611 ser.
% .- = reference d, see

reference e. c. AR 611-201
(1) If eligible, prepare

DA Form 4187. d. DA Pam 351-4
(2) If ineligible, inform

soldier of reason. e. DA Pam 600-8
2. Determine if action

requires HQDA approv- f. AR 614-200
al (centrally managed
MOS) or can be accom-
plished by local head-
quarters (reference f).

TABLE 1: (Continued)°°" 

%
::..-..:: ,,....,-,-.-,-., .,,:,".X,- .-

1..,Z 

. ,.• _,.., . ... .-. . . ,: .. . .,...-.- . .-



DISPOSITION FORM S: 30 Nov00
For use of This form, 9" AM 340-15; the proponent 30ncy is TAGO.

REFERENCE OR OFFICE SYMBOL SUBJECT

(Office Symbol) Involuntary Reclassification Notification

THRU Commander FROM Commander DATE 16 Nov 00 CMT 1

J 1st Bn, 2d Inf 99th Inf Div

99th Inf Div ATTN: MILPO
Ft Defense, VA 22310 Ft Defense, VA 22310

TO Commander
Co A, 1st Bn, 2d Inf
99th Inf Div
Ft Defense, VA 22310

I. SGT Guy S. Foxx, 123-45-6789, a member of your command, has been identified for involun-
tary reclassification into PMOS (MOSC, Title) This involuntary reclassification is (HQDA
directed) (initiated by the MILPO) due to an overstrength in the soldier's current PMOS (MOSC)
and years of service group

2. Request you inform SGT Foxx of this action and provide answers to the following questions

not later than 30 Nov 00:

a. Does the unit commander consent to this action? If not, appropriate rebuttal will be

required as an inclosure to the return comment.

b. Does the soldier consent to this action? If not, appropriate rebuttal will be

requires as an inclosire to the return comment.

c. Does the soldier desire a Reclassification Board? If yes, appropriate statement from
the soldier should be submitted as an inclosure to the return comment.

FOR THE COMANDER:

//signed//

_ Incl ROBERT G. RECKORD

(Copy of HQDA-directed notification) CPT, AGC
Military Personnel Officer

..AFOR PREVIOUS EDITIONS WILL BE USEO *U.S. G.P.O. ,9O-6654 ,,,-
UiAUG 80

FIGURE : DA FORM 2496 FILLED OUT FOR MOS RECLASSIFICATION
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RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

(Office Symbol)(16 Nov 00)
SUB3ECT: Involuntary Reclassification Notification

THRU Commander FROM Commander DATE 29 Nov 00 CMT 2
Ist Bn, ld Inf Co A, 1st En, 2d Inf
99th Inf Div 99th Inf Div
Ft Defense, VA 22310 Ft Defense, VA 22310

TO Commander
99th Inf Div
ATTN: MILPO
Ft Defense, VA 22310

1. SGT Guy S. Foxx, 123-45-6789, has been informed of his identification for involuntary reclas-
sification into PMOS (MOSC, Title)

2. The following information is provided as requested in the preceding comment:

a. El I consent to this action.

b. l I do not consent to this action and rebuttal is attached.

c. O SGT Foxx consents to this action.

d. 17 SGT Foxx does not consent to this action and rebuttal is attached.

e. [ SGT Foxx desires a Reclassification Board and statement is attached.'U

f. - SGT Foxx does not desire a Reclassification Board.

". //signed//
,.: _Ind TERRY E. LEADER

CPT, Inf
Commanding

FIGURE 1: (Continued)
DA FORM 2496 FILLED OUT FOR MOS RECLASSIFICATION: REVERSE SIDE
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RECOMMEND PERSONNEL FOR MOS RECLASSIFICATION

1. VOLUNTARY RECLASSIFICATION

A. Request reclassification from my*PMOS 76Y30 to PMOS I 1B30. I have
served in DM05 I11B30 from 4 Jan 00 to the present.

B. Also, recommend designation of MOS 76Y30 as a SMOS.

2. INVOLUNTARY RECLASSIFICATION

A. Request that SGT Foxx be involuntarily reclassified from PMOS I11B20
because (state specific reasons).

B. Recommend new PMOS of

C. This action has been discussed with SGT Foxx, and he desires to appear
before a Reclassification Board.

3. WITHDRAWAL FROM CAREER DEVELOPMENT PROGRAMS AND ASSION-
MENTS

A. UP of Table 7-3, AR 614-200, I hereby request relief from performance
of lOD duties and withdrawal of my EOD PMOS.

B. I acknowledge that no EOD MOS will be awarded to me as a Primary,
Secondary, or Additional MOS. I am withdrawing from the EOD Program
because (state specific reasons).

TABLE 2: SAMPLE REMARKS FOR DA FORM 4187
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IMPLEMENT TACTICAL COVER AND DECEPTION PLANS

SUMMARY: Supervise tactical cover and deception plans.

CONSIDERATIONS: * Prevent being detected by the enemy.

. -~0 Deceive the enemy as to the actual location of the unit.

*ACTIONS: Use Table I to implement your tactical deception plan.

REFERENCES: FM 5-20, Camouflage, 20 MAY 68.

FM 21-75, Combat Training of the Individual *Soldier and
Patrolling, 10 JUL 67.

U.S. Army First Sergeants' Course, 1982.

Job Aid: Implement and Enforce Unit Communication Security

(COMSEC) Procedures
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IMPLEMENT TACTICAL COVER AND DECEPTION PLANS
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EVALUATE OPERATIONS ORDERS FOR IMPACT ON UNIT CAPABILITIES

*SUMMARY: Determine unit's ability to perform mission, and advise com-

mander.

CONSIDERATIONS: . Status of all personnel.

. Current operation status of all equipment.

* Current status of all supply and equipment shortages.

0 Capabilities and limitations of the unit NCOs.

. Unit employment criteria, to include weapons systems.

0 Current problem areas which affect individual sections.

0 Status of individual and unit training.

ACTIONS: 1. Clarify questions pertaining to the operations order (see

Figure 1).

2. Compare considerations to operations order.

3. Make recommendations to commander.

REFERENCES: U.S. Army First Sergeant's Course (Lesson C), 1982.

FM 7-10, The Infantry Rifle Company (Infantry, Airborne, Air
Assault, Ranger), 8 JAN 82.

FM 101-5, Staff Officer's Field Manual, Staff Organization and
Procedure, 19 JUL 72.

%.1



EVALUATE OPERATIONS ORDERS FOR IMPACT ON UNIT CAPABILITIES

-. . Assume that you are a Company ISG and have just received your OPORD. Look at this
guide and answer the questions with regard to your OPORD.

" 1. SITUATION:

a. ENEMY:

(1) What are implications for defense/offense?
(2) What enemy elements are involved?

b. FRIENDLY:

Where does my unit fit in the plan? (Who is higher, lower, left/right?)

c. ATTACHMENTS/DETACHMENTS:

(1) What personnel, materiel, and equipment do I receive?
(2) What personnel, materiel, and equipment do I give up?

2. MISSION:

a. What are my company responsibilities? (directed and implied tasks?)

b. Does mission require special operations? (urban, mountain, watercrossing,
airmobile, etc.)

3. EXECUTION:
a. When does operation begin?

b. When does operation end?

c. Does the company have the personnel, equipment, and training to perform

its assigned mission?

d. How does it affect the company trains?

e. What is the scheme of maneuver?

f. What is the fire support plan?

g. What security precautions should be taken?

FIGURE 1: OPERATION ORDER GUIDE

- .1-P
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EVALUATE OPERATIONS ORDERS FOR IMPACT ON UNIT CAPABILITIES

4. SERVICE SUPPORT:

a. What specific equipment is needed to support the operation?

b. What vehicles, radios and other equipment need maintenance?

C. Where is unused equipment stored, and when is it retrieved?

d. What is the distribution of supplies (water, food, ammo, fuel, parts, etc.) to
the company and its platoons?

5. COMMAND AND SIGNAL:

a. SIGNAL:

(1) What are the emergency signals?
(2) What CEOI/CESI items are needed?

b. COMMAND:

(1) Where is the commander during the operation?
(2) Where/when do I link up with commander?

FIGURE 1: (Continued)

.1J
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MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL

SUMMARY: Monitor procedures for determining eligibility of personnel,
preparing and submitting recommendations, and presenting
awards and decorations.

CONSIDERATIONS: * Military decorations are awarded to recognize heroic,
extraordinary, outstanding, and meritorious acts,
achievements, and service, or for wounds. Anyone
having knowledge of such acts, achievements or service
may initiate a recommendation using DA Form 638,
Recommendation for Award.

. The Good Conduct Medal is awarded for exemplary
behavior, efficiency and fidelity while serving- on active
duty for a specified period of time. Normally, a
Personnel Actions Specialist uses the DA Form 2496
(Disposition Form) to notify the immediate commander
when a person is eligible. The commander must
approve the award or submit a statement of
disapproval.

* Service medals are awarded for honorable performance
of military duty within specified limited cases in
designated geographical areas. Normally, a Personnel
Actions Specialist sends a DA Form 2496 through the
commander to notify the individual of the award.

* Badges are awarded for a high degree of skill,
proficiency, and excellence in tests, competitions, and
performance of duties. The unit commander normally
initiates recommendations for award of skill or
qualification badges using the DA Form 2496.

* Certif icates of Achievement and letters of
commendation or appreciation are prepared by the
commander to recognize acts, achieverrents or services
which do not meet the criteria for any of the other
awards or decorations.

ACTIONS: 1. Use Table 1, Military Decorations, Table 2, Service
Medals, or Table 3, Special Skill Badge Requirements to
determine eligibility requirements.

0 Ensure soldier has not been recommended for or
awarded a decoration for the same act.

t. .7



MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL

0 Ensure that soldier is not under charges or
subject to other unfavorable action which would
preclude selection under AR 600-31.

2. If the DA Form 638 is required, use Table 4, DA Form
638 to prepare and process the form.

3. For the Good Conduct Medal, complete the DA Form
2496 by indicating approval or disapproval. If dis-
approval is recommended:

0 Prepare statement of rationale, specifying the
period of disqualification.

0 Forward statement to individual IAW AR 600-37
and obtain individual's signature.

4. For special skill badges, prepare recommendation IAW
local procedures.

5. For certificates and letters of commendation or appre-
ciation, prepare and forward two copies for inclusion in
the MPRJ and the official military personnel file.

6. Upon receipt of appropriate orders, certificates, and
awards ribbons and/or badges, present to recipients in
an appropriate ceremony.

REFERENCES: AR 672-5-1, Military Awards, 3 JUN 74.

AR 600-31, Suspension of Favorable Personnel Actions for
Military Personnel in National Security Cases and Other
Investigations or Proceedings, 1 NOV 81.

AR 600-37, Unfavorable Information, 15 NOV 80.

AR 670-1, Wear and Appearance of Army Uniform and
Insignia, 1 NOV 81.
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MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL
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MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL

* Once the soldier's eligibility has been determined, complete DA Form as
explained below:

1. Part I (Personal Data)

Item
Number Information Required Remarks

I Name of recommended person

2 SSN Social Security Number

3 Grade

4 Branch/PMOS

5 Organization and station Including ZIP Code

6 Recommended award Initiating individual provides this;
refer to AR 672-5-1, Section II to
determine the appropriate award.

7 Whether award is posthumous

7a Date and place of death If answer to #/7 is "yes";

7b Information regarding If answer to #/7 is "yes";
* soldier's next of kin (NOK)

8 Date award is to be given Initiating person provides this
information

9 Did soldier receive an If "yes," include name of award
an interim award? (refer to para 1-17, AR 672-5-1).

TABLE 4: DA FORM 638, RECOMMENDATION FOR AWARD
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MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL

2. Part II (Recommendation for Award for Achievement or Service)

Item
Number Information Required Remarks

10 Time period for which Initiating person provides this
award is being recommended information

11 Dates of assignment in
unit and reason for end date

12 Soldier's previous awards Do not list award listed in item 9

3. Part III (Recommendation for Award for Heroism)
..

Item
Number Information Required Remarks

13 Information and statements These statements (certificates,
of eyewitness affidavits, sworn statements, etc.)

should be attached to the DA Form
638

14 Conditions in which act Item 14d refers to friendly forces.
was performed Information regarding enemy is

entered in Part IV

TABLE 4: (Continued)

@77
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MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNELI

4. Part IV (Proposed Citation)

Regardless of type of recommendation, fill out Part IV (Item Number
15). Part IV is the proposed citation of the award. Since this will
determine whether or not the soldier is to receive the award, the
citation should be factual and concise. The citation may not be more
than 9 lines long, must not exceed 12 characters per inch, and must be

double spaced. A one page, double-spaced summary of the deed, service,I
or achievement may be included with the form as an enclosure. (see AR
672-5-1, Section 111, paragraph 2-22d)

If the award is for an act of heroism, certain information must be
included in Part IV. This includes the terrain and weather of the area in

which the act occurred, and the effect of the act upon the enemy. For aI
complete list of required information, refer to AR 672-5-1, Section 111,
paarph22e

5. Part V (Other Instructions and Authentication)

Complete as indicated.I

Item
Number Information Required R~emarks

16 List of inclosures Include affidavits, sworn state-
ments, summary of award, etc.

17 Position of person Initiating person provides this in-
recommending the award formation

18 Information about person Initiating person provides this in-
recommending the award formation

19 Forwarding personnel

20 Signature of initiating person

* -21 Date of request

TABLE 4: (Continued)



MONITOR AWARDS AND DECORATIONS PROGRAM FOR ENLISTED PERSONNEL

0 Distribute completed DA Form 638.

- Ensure that copies of the recommendations are submitted:

a. to the approving authority in duplicate; and

b. a copy for the file in the MPRJ.

- Ensure that recommendations needing HQDA approval arrive at HQDA
at least 60 days prior to the presentation date.

- Ensure that the nominator signs DA Form 638 and attaches

recommendation supporting documents.

0 Review completed recommendation:

- Unit Commander will:

a. Review DA Form 638 and supporting documents.

b. Prepare the first endorsement, containing:

- Recommendation of approval or disapproval.

If recommending disapproval, state the reasons.

- Statement that the soldier is or is not under charges.

c. Review, sign and forward endorsement and enclosures through
command channels to PAC.

TABLE 4: (Continued)
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MAINTAIN A DUTY ROSTER (DA FORM 6)

SUMMARY: Use the duty roster (DA Form 6) to select personnel for duty
details.

CONSIDERATIONS: * As a rule, a separate roster is maintained for each type
of recurring duty requiring the detail of individuals.

* Each member has a right to inspect a duty roster from
which he/she is detailed.

ACTIONS: Use the attached sample DA Form 6, Duty Roster, and

accompanying explanation to:

1. Prepare a duty roster with required information.

2. Select and post details from duty roster.

3. Upon completion, file in accordance with instructions in
current regulations.

REFERENCES: AR 220-45, Duty Rosters, 15 NOV 75.
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MAINTAIN A DUTY ROSTER (DA. FORM 6)

SAMPLE DUTY ROSTER

.YU. OP U? ~O~O*~I F. Q .~ "I0..DUTY ROSTER CHARGE OF QUAR-ERS CO. A 3d INFANTRY 13 NOV 82 I

00 "I'l

Decembe

*.1 I I I I T

(a) Enter typ ofA detil eA. Charg of QuartrSrenfteGad
E tcg . - 511

'P AM() Cobn duie of lientr.n17igerseri hyrqur esne
in thesame ay graes an if a1oe by1 loapliy

4q; RTEAj ff
2. RANIZTIO blck Ene the unit 7 oratit epnil rvdn

theORE de ,tls. - AI V
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MAINTAIN A DUTY ROSTER (DA FORM 6)

4. TO (Date) block: Enter only when a DA Form 6 is closed. The date is always

the date of the last detail performed.

5. GRADE and NAME blocks: Enter grade and name of each soldier.

Duty rosters contain only the names of persons required to perform the duty
involved. When preparing a new roster, all names are entered alphabetically
within the grade, beginning with the highest grade. Changes in personnel do
not require new rosters. Following is the proper method to add, delete, or
omit names:

(a) As personnel join the unit or become qualified to perform the duty, the
names are added to the foot of the roster.

(b) When personnel are excused from duty or are no longer qualified to
-- perform the duty, they may be deleted or omitted from the roster.

- (c) When adding, deleting, or omitting persons from the roster, explanatory
remarks are required. The reason is indicated by placing a number in
parentheses immediately following the person's name. The number must
correspond with the remarks on the rear of the duty roster form. An
example of some remarks that may be used are:

(1) Assigned.

(2) Excused - SD.

(3) Promoted (used when promotion disqualifies person from
performing detail).

(4) Reassigned.

(5) TDY until 24 April 1976.

6. MONTH/DAY lines:

(a) Enter the month in which the details are performed. A slash ()
separates the months and should be placed over the line that scparates
the last date of one month and the first date of the next month.

(b) The DAY line is subdivided into 40 blocks. Enter only the date that a
detail was performed in the blocks.

. (c) There are two techniques used to post days to the roster to assist you in
keeping track of weekday and weekend or holiday duties:

(I) The first technique is to use red pencil to denote weekend or
holiday and blue pencil to denote weekday.



MAINTAIN A DUTY ROSTER (DA FORM 6)

(2) The second technique is to color the entire day column for
weekends and holidays with a yellow pen and then post the numbers
with a black pen. To help you keep a neat -and accurate roster,
always post tentative dates lightly in pencil. When you are sure
the detail will be performed, go over the date with a pen. Type or
print according to local policy.

*(d) NONCHARGEABLE DAYS are indicated by an abbreviated code.

(1) Those who are absent or otherwise not available because of leave,
pass, special duty, temporary duty, illness in the line of duty, or
any other authorized reason not due to misconduct will be
indicated by the letter "A." Numbering sequence is interrupted.

(2) Those eligible for detail, but who could not be selected because of
previous detail (usually any detail which was not completed at least
24 hours prior to the new detail) or other detail, will be indicated
by the letter I'. Numbering sequence continues.

(3) Those not available because of being absent without leave, in
arrest, in confinement, sick not in the line of duty, or otherwise
not available as a result of their own misconduct will be indicated
by the letter "U." Numbering sequence continues.

7. SELECTING AND POSTING DETAILS FROM DUTY ROSTER.

(a) When selecting details from duty rosters, the person selected is the
individual with the highest number. Place a single slash in the day block
opposite the person's name. When the duty is performed, add two more
slashes to the lower right corner of the individual's day block. When the

* person with the highest number is not available, the person on the roster
with the next highest number in that same column will be detailed.
Whenever a person who has been detailed for a duty cannot perform or
complete the duty, the next eligible person in the same column will be
detailed to perform or complete the detail.

(b) If a person is not available for a detail, a "nonchargeable day" is posted
*to the roster. Nonchargeable days are indicated by an abbreviation. The

reasons that a person may not be available and the abbreviations are
discussed above.

(c) Posting of duties is done only on the day the duty is performed. When
details are selected, all other persons on the roster are "charged" with
the number of days since they last performed the detail.

91.8. FILING AND DISPOSITION: When a DA Form 6 is closed, fill in the "TO
(date)" block and file in unit functional files. Final disposition will be made
IAW regulations pertaining to those files.

'.
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MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

U

SUMMARY: Monitor proper and timely preparation of all necessary forms
for ,-.icle I5s.

CONSIDERATIONS: Soldier is accused of a minor offense punishable under Article
15, UCMJ.

ACTIONS: 1. Monitor the correct preparation of DA Form 2627 (see
"*" *Figure 1 for sample) to include the following:

. Accused must be given sufficient time (generally
48 hours) to decide whether to demand trial bycourt-martial, request a hearing or a spokesperson,
and/or present evidence.

S Check to see whether there are any restrictions on
the punishment the administering officer may

- impose. (See Table 1, Table of Punishments.)

. If Article 15 is appealed, forward DA Form 2627
and any rebuttals to Judge Advocate for review of
punishment when necessary, then to administering
officer's superior officer for action on appeal.

- If appealed, make sure accused has signed DA
Form 2627 to indicate he/she has seen the action
taken on the appeal.

2. If Summarized Proceedings are used, monitor DA Form
2627-1 (see Figure 2) for the following:

- Accused was afforded the opportunity to take up to
24 hours to decide whether to demand trial by
court-martial, present matters. in defense, ex-
tenuation and/or mitigation.

.. Punishment does not exceed:

o Extra duties for 14 days.

o Restriction for 14 days.

o Oral reprimand or admonition.

*1 o Combination of the above.

;"7".-i



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

". Accused was afforded the right to appeal.

- If appealed, make sure accused has signed DA
Form 2627-1 to indicate he/she has seen the action
taken on the appeal.

3. Use DA Form 2672-2 (see Figure 3) for the following:

* Suspension of punishment.

* Mitigation of punishment.

. Remission of unexecuted punishment.

. Setting aside punishment.

0 Vacating of suspended punishment.

4. If a more severe punishment than that authorized at
company level is appropriate, monitor preparation and
distribution of proper DA Form 5109R (see Figure 4 for
sample) to next superior officer. Note that transmitting
officer cannot recommend punishment to superior officer.

5. Use Table 2 as a guide for removal of records of non-
judicial punishment from military personnel files.

REFERENCES: AR 27-10, Military Justice, I SEP 82.

FM 27-1, Legal Guide for Commanders, 18 MAY 81.

*t?:

.--

°o ............................................................-



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

SZ NOTTS ON As VERiSE azEpoR COAOMPLNG FORM.

RECORD OF PROCEEDINGS UNDER ARTICLE 16. UCMU
Use Wsa VII N.N q.,. qs Apt 27.10: snW 01069-."~ m~ Is The iJ~. 40 "ea Oe~.sI.

MAMIE AMID GRACE as" UNI D .' 1/5 If I 1st mI Be A (.4

Gravel, James E., SPI. 19-4FB Frt Blank, MO $0
I. am considering whether you should be punished under Article 15, UCMJ. for the following misconduct:!/

On or about 0800 hours, 20 June 1982, you absented yourself without authority froth D Co.

1/5 mIn, 1st Inf Bde. located at Ft. Blank, MO 'and remained so absent until on or about

0300 hours, 22 June 1982. This is a violation of Article 86, UCMJ.

2. You a,. soc awguired to Make any ettemsenta. but if you do, they may be used Against you in this proceeding or at a trial by courtmajntiuL.
You hav. several rigtsU under this Article 15 proc eing. First I want you to understand I have not yet made a decision whethet 0? Dot you
will be puniemd. I will not impose any punishment unless I AIR oonvinced beyond a reasonable doubt that you committed the offense(s). Yo
may ordinarily have an open hearing before ma. You may requsl a person to apeak on your behalf. You may present witncesses or other
evidence to show why you shouldn't be puniased at all (imerher, ofldefeei s) or why puntishient should be very light (,metier# of ex oemmotion
eftd in hiatioal. I will consider erything you prsnt beta.. deciding whetherr I will impose punishment or the type Lod amount of punish.
mat I will imnpose. If you do not want we to dispose of this report of Misconduct under Article 15, you have the right to demand trial by

Toztm~a insaady/n deciding what you want to do you have the right to conault with legal couonael este at
5U 1d. .-1 You now have jfibours to decide what you want to do.!I

DATC I Jul 82 GdSE RACE. AND ORGANIZATION OF COMMAND11R SIGNATUR9

TIME1 0900 - ILBfUR L, WILSON, CPT, D Co 1/5 In! 1st mIn Bde I741'l 1J WL .6J
3.H en Afforded the opportunity to consult with counsel. my decisions am as follow: (insl appropriate blocks, dtair. endi asa)

Idemand trial by court-martial.

b. danotdain d tial byeourt'marllWiand in the Aiicle 16procedings:
(I Ireust heherig e~~Jope= Closed. (2) A perreon. to speak in my hshf= I.s91 Is not requested. (J) Matters

in) deene miqu tgtion lhoeetenato AmnDot presented EM Will he presented in person =At* attached.

DATE hNAha ANeD GRADIE OF SERVICE MEMBER SIGUNATIURE

2 July 1982 JKMZS E. GRAVEL, SF4 AL. _.:)

4. In &W l;5Z Open =Cloed 6eartng'jall matters preeented in defense, maitigatmon, an't/or extentuation, having been eonidered,
the following punishment is impossad:5vu

Reduction to the grade of FPC (Suspended for 90 days).

S. I direct the original DA Form 2627 be 09ld in Il= Performance rb.,che Reeticted flche of the oh(PF.'J
6. You an advised of your right to appeal to the -d.15I!.1tI Be within IS day&. Aim appeal made after that timne
Mnay be ,eeted as untimnely. Punishment is effective immediately unless otherwise stated above.
OATS NA. GRADE. AND ORGANIZATIONS OF COMMIANDER 5OpTR

2 July 1982 WIAlLBUR L. WILSON, CPT, D Co, 1/5 mIn, 1st Inf Bde'

7. doaw notr bappealdo", end I appeal Lod do not submit additional mattessIJ! c. I appeal and auhmit the Matters
I doDoappal . MattachadVJ!

D'. ATE INAME AND GRADE OF SERVICE USMIDER SIOCiATUAIE

2 July 1982 JAMES E. GRAVEL, SP4X
1A. I have considered the appeal and it is my opinio that:

The proceedings were conducted in accordance with law and regulation.

ATNME ANID GRADS OF JUDGEt ADVOCATE !GNTR

3 July 1982 I HAWN B. KELLY, CPT, JAGC

9 Aft"t CooDderationIALD~at~ r presentd inl Appeal, th appealis

jj~~Sd L...JOriented s followoN~

A T E N A U. G R A E. A N D O R G A N IZ A T IO N O F C O M M A N D E R 111. 11AWI

6 July 1982 JORDER N. DeCOURT, LTC, 1/5 Inf, 1st Inf Bde

10. 1have Meen the action taen on my appeal. IDAJEJuly 1982 jINTPSO E

11. ATTAC04WENTS AND/OR commaEN OIIi.J1

D "iss EITION OF DEC 78 5t OBSOLETE.

I.s A?22627

FIGURE 1: SAMPLE DA FORM 2627

4'



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCMJ

NOTES

Ylnsert a concise statement of each offense in terms stating a specific violation and the Article of the UCMJ (App 6, MCM).
If additional space is needed, use item 11 or continuation sheets as described in note 10 below.

-1'f the member is attached to or embarked in a vessel, he or she is not permitted to refuse Article 15 punishment.
In such cases, all reference to a demand for trial will be lined out and an appropriate remark will be made in item
11 indicating the official name of the vessel and that the member was attached to or embarked in the vessel at the
time punishment was imposed.

V-Give the member copy 5 of this form.

l 1Offenses determined not to have been committed will be lined out. If the imposing commander decides not to impose
any punishment, the member will be notified and all copies of this form destroyed.

SAmounts of forfeitures or detention of pay will be rounded off to the next lower whole dollar. If a punishment is

suspended, the following statement should be added after it: To be automatically remitted if not vacated before (date).
If punishment includes a written admonition or reprimand, it will be attached to this form and listed in item 11.

6-The imposing commander will initial the appropriate block. The OMPF performance fiche is routinely used by' MOS/
specialty creer managers and DA selection boards. The OMPF restricted fiche is not given to MOS/specialty career
manager or DA selection boards without approval of the Cdr, MILPERCEN or selection board proponent.

-"If the member appeals, this form and all written evidence considered by the imposing commander will be forwarded
to the superior authority.

!/Before acting on an appeal, it must be referred to a judge advocate for advice when the punishment, whether or not
suspended, includes reduction of one or more pay grades from the fourth or a higher pay grade, or is in excess of one
of the following: 7 days arrest in quarters, I7 days correctional custody, 7 days forfeiture of pay, or 14 days of either
extra duties, restriction or detention of pay. (See Artcle lSe(1) to (7), UcMJ.)

!.The superior authority will initial the appropriate block. If the appeal is granted, the specific relief granted will be
stated according to note :1.

LO/ In this space indicate the number of pages attached as follows: Attachments on appeal consist of. pages.

Attachments include all written matters considered by the imposing commander submitted by the member on appeal
and the commander's rebuttal, if applicable. If additional space is needed for completion of any item(s), use plain
bond headed "Continuation Sheet 1", etc.

U." Applicable portions of the following format may be used to record action taken on appeal. Appropriate language
should be entered in item 11 or, if necessary, on a continuation sheet. Supplementary actions (para 3-38, AR 27-10)
will be recorded on DA Form 2627-2.

*"-i Suspension, Mitigation, Remission, or Setting Aside (DA TE)

"" . On (date), the punishment(s) of

imposed on (date of punishment) (was) (were) (suspended and will be automatically remitted if not vacated
" before (date)) (mitigated to) (set aside, and all rights, privileges, and property affected restored) (by my order)

(by order of) (the officer who imposed the punishment) (the successor in command to the imposing commander)
(as superior authority).

(Typed name, grade, and organization of commander) /s/

1. Racial/ethnic identifiers will be placed in Item 11 (Chapter 15, AR 27-10).

% FIGURE 1: (Continued)
Reverse Side, Sample DA Form 2627

•- .. . .. . . .. . . . . - .. - - - ", '" - , - . . - - " . " . 2

9% . , , -'., . . .. .. ... ,. ,#..,. .,. . . '..,. ' . ,. .,,,,, ,,,, ,",", " '.' ,'.. , , , '''' , ' .. . . , . . . . , ' . ., ,.
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MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCMJ

SEE NOTES ON AEVER.SE EJroAE COMPLETING FO",.

SUMMARIZED RECORD OF PROCEEDINGS UNDER ARTICLE 15. UCMJ
0 - - of. 

t
-. - A^ 27-16: me .eloos- "." %T. 0 &O.%..i

Thi form -W be u1ed only i mes involvial enlisted pereonnel and then ONLY when no puniahment OTHER THAN oral admonstson
or reprmand, eruil;oa fee 14 days or I*=, or a combination thereof bas been imp d,!JNAtal Ae.0 GA A U

t~.,I Ya.L'Ve E. sp.4 "194-7.4-4820 - 1 4,A)S,'I~i-x
1. O 11.. 1 " ....- the &bow*v eice member waa advied that I wa e oaideritg Impositon of conjudiial puninment
utder te pro woima, of Article IS, UCO, Summarized Pioceedinp, for the following m onduct:

2. The meimber ws adviad that no u.teneest was r"ulre4. but that ay retant a6e could be u,,d apimi him or her in th. proceedng
or in a eoun-mALbal T*b. member was also inforzed of the rght to demand trW by cu'rt..aLAO the rght to Pre. t matter' in detan.exte oa . LndJor ,niesition, that any mscaur pre-nted would be conaide, by me befre deciding whatlIe to impo. pun;i-)nt. theor wbount of puz.slmemt, if Impomed, and that n0 punkifment would be impowed uniem I w s coovinced beyond a re aonbl, doubtthat the marin member commItsed the maeooduct. The -ervice member was aforded the opportunsty to take 24 hour to make a deciion

Plrugtheae rihts. No deamad for tial by cour-martial eat mnade. After eoendering all matters prevented, the followig jeliahell
woa p~bedt/

3.Th member wmarmdd ofth ri to&ppe ot.e t Ar I rnr % . : Ap wthan days, thAtamappeal made
after that te cmd be ?r*ud as untimely, and that the puniahaent we& effectj imve diately ujnlem otherwve srated abovt. Tb% membe

Elected immedi tely bot to appeal Req:.uestd time to decde wbether to appeal and the decitot is indicated in Item

-. ATI P AME. AD
, 

AND ORGANIZATION OF IMPOSING SiGNATUREI "T;,l1 ,s2 ICOa-U.D! IO i

4. (Ihrmel pp- op -u Mok., dt. etd 811j

a. do not appeal b. = I appeal sad do Dot eubmit matters for conaiderabon'J c, I appeal and esjbmft the
matter, attaclhed

2

DATE NAME AND GRADE OF SERVICE MEMBER fSIGNATUJRE

*S I'Ul I L fR Slc veL L.~P~~. 6 *je-1 1
"-; After conajdervUoe of all matten preented in appeal, the appeal ie:

Denied Granted at follow,:..

04T9 •.S NAE GRADE, AN OGOANIZATION OF COMMANDER IGNATURE

DATE SIGNIATUJRE OF SERUVICE MEMBsER
. 1 have aeethe act;" Lakenasemy apaL

7. ArTACUMg NlS ANDIOR COaMIN'T11±jy

FIGURE 2: SAMPLE DA FORM 2627-1

I.I



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

NOTES

!-/See AR 27-10 for further guidance. Ordinarily entries on this form will be handwritten in ink.

1'"1-nsert a concise statement of each offense in terms stating a specific violation and the Article of the UCMJ. If additional
S"-space is needed, use item 7 andlor continuation sheets as described in note 9 below.

!/If the member is attached to or embarked in a vessel, he is not permitted to refuse Article 15 punishment. In such cases,
all reference to a demand for trial will be lined out and an appropriate remark will be made in item 7 indicating the
official name of the vessel and that, the member was attached to or embarked in the vessel at the time punishment was
imposed.

-/Offenses determined not to have been committed will not be listed. If the imposing commander decides not to impose
punishment, the member will be notified and no copies of this record will be prepared. If a punishment is suspended, the
following statement should be added after it: "To be automatically remitted if not vacated before (date)."

f the member immediately elects not to appeal, item 5 will not be completed.

-The imposing commander will initial the appropriate block.

! If the individual appeals, this form and all matters set forth in item 7 will be forwarded to the superior authority.

* /The superior authority will initial the appropriate block. Refer to note 10, below.

% 9-/In this space indicate the number of pages as follows: Attachments on appeal consist of.___..pages. Attachments include
all written matters considered by the imposing commander, submitted by the member on appeal, commander's rebuttal.
and copies of supplementary actions taken on the punishment. Supplementary actions will be recorded in accordance

- .... with note 10. If additional space is needed for completion of any item(s), use plain bond headed "Continuation Sheet 1," etc.

10/-Applicable portions of the following suggested formats may be used to record action taken on an appeal and supplementary
actions for summarized Article 15 proceedings. Appropriate language should be entered in item 7 or, if necessary, on
continuation sheets.

a. Suspension, Mitigation, Remission, or Setting Aside.

On (dai). the punishment(s) of
imposed on (dare of punishment) (was) (were) (suspended and will be automcticall, remitted if not rvccted bejore

* . (date)) (mitigated to) (set aside, and all rignts, privileges, and property affected restored) (by my order) (by order of)
(the officer who imposed the punishment) (the successor in command to the imposing commander) (as superior outhorinj.

(Typed name, grade, .ind organization of commander) Isl

b. Vacation of Suspension

The suspension of the punishment(s) of
imposed on (date of punishment) (is) (are) hereby vacated. The unexecuted portion(s) of the punishment(s) will be duly
executed.

(Typed name. grade, and organization of commander) Is/

* ,,, f lRacial/ethnic identifiers will be placed in item 7 (Chap 13, AR 27.10).

FIGURE 2: (Continued)
Reverse Side, Sample DA Form 2627-1

,.. ".



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCMJ

RECORD OF SUPPLEMENTARY ACTION U.NDER ARTICLE ,S. UCMJ
- *- . o y e .i 1 ' + 0 AN 21 10 The 0'e000-1 OtehC It ' Jhe j AOcA I. 

t G
Ov.I.

NAE ANO GD E SN uNIT

James E. Cravel, FTC 199-24-4880 D CO, 1/5 Inf, Ist In! Bde, Ft Blank, MO

TYPE O
; 

SUI'LE ENTASSY ACTION IOTHrR TNAK MY SL'Pr)tJOR AL'THORITY AC-ING ON APPEALI (C-6as app-p-.f, b..

SUSPENVSION iCo..P4ei #,- I 6.-j! ITIGAIONI IevIt~ I. I INIia. REMISSION IC-jvpIi It-v 3 be1o.)

MStrING ASIDE I aovele Ite- ' 4 , VACATION Of S SPENSION ICo-'t.1- 6. I. S beta,

1. SUSPENSION
The punihment(s) of

impoled on the above service member on. (is) (Lxe) suspended and will automatically be remitted if not vacated
ICESr ot pav.I t#s.II

be fore

L- MITIGATION

The punishment(a) of

imposed on the above service member on (is) (are) mitigated to

3. REMISIONd

The punishment(a) of,

ir-..posed on the above sernice member on (is) (ie) remitted

4. SE"TING SIlO

The punishment(s) of"

-. '-% aImposed on the above service member on (i) (Ate) let Aside on the bau that

-Jl rights. prIviletes, and properi affected Are hertvbv restored.

S. VAC.ATION OF SIJSPENSION

4L The suspension of the puni.hment(r) of Reduction to the grade of FFC

Imposed on the above ser ice member on 2 July L9 b2 (is) wv'trhereb) vacated. The unexecuted portionh) of the punish-

. .lent V %-il: be duly eaecuted.

b. Vacation is baaec on the follo-Ing offense#kI On or about 0800 hours. 26 July 1982. SP4 Jamnes E. Gravel
absented himself vithout authoritv from D Co. 115 Inf. Ist Inf Bde. located at Ft Blank.

.' and remained so absent until on or about 0800 hours, 8 July 1982. This is a violation

of Article 86, UCKJ.

c. The member ,-zs;/ .wi .r", gen sn opportunit. to rebut.

d. The member (, e; I-e,, vjr-eet at the vacation proceding (p*e' 3-:5 -4R :'.I0.

AU NENTMITION ,eS aapeep..e bCh.,k

m:v W..vom ON: I-[ OFeIC[" nWnO Imp-OStO TeE PUNIS"U
-

E
N T

?"I SUCCESSOR IN COMMiANO TO I[ IMPOSING COMMAkODR AS SUPt RION AUT4ORITV

DATI NA"E, GRADE
, 

AND ORGANIZA rON OF COMMANDER SIGNATURE
I I Aug 1982 K. A. BIE ES. CPT  

D Co, 1/5 Inf. 1st InE ide

DA Z'M22627- 2

FIGURE 3: SAMPLE DA FORM 2627-2

t-v
::...................



- MONITOR ADJMINISTRATIVE PREPARATIO11N OF REOR OFJ
- -PROCEEDINGS UN E ARTICLE 15, UM

REQUEST TO SUPERIOR TO EXERCISE ARTICLE 15, UCV4J, JURISDICTION
For wse ol This lofrm. er AR 27.10: The pfoponenj apercy isT~ 7h~ vcA eOC&IO General.

TI-~: (,~e.Cc IP Cde)TO: (InCJ.~de ZIP CCodej

(Check epp;opm It biock vnd comPlellf ,na,rwe~)

1. D thsbenrpre The i rnclosed file indic-ates Thaj, on or

Oti07E: Inser, rhe na~me,~ o nzfof -h i nd;id,), co,,Cernec' and 7hE r.zwrt c-, :.'e Elleorcd rnsconevri in
* b: e farl, of E clear zne'concise suajereni cf an offense 7,'47 conrirres conec'. uis-a. under rhe UChMj and

rhe arni ,rcle of oL/CMJ viojazed.

- .2. 1 reccmmr-id y~~ ou exzercise your zu-thori-,y unoer neprovisions o1 Ar'Icle tE CW.J* in he d&spcsilion oi
m*is u~se.

2Inciosures: (Lis;)

D ATE NAME. GtADE. AND ORGANIZA'1ON OF SIGNAV~ftE
CO MMAN D

DA FORM 51059.R, Now 82

FIGURE 4: SAMPLE DA FORM 5109R
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MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

MAXIMUM PUNISHMENT FOR ENLISTED PEMMRS
IMPOSED BY COMPANY IMPOSED BY FIELD

PuISvKIKT GRADE OFFICERS GRADE OFFICERS

Aamoonition/Reprimand Yes Yes

Extra Duties 14 days 45 days

Restriction 14 days 60 days

Correctional Custody 7 days 30 days

Restricted Diet 3 days 3 days
Confinerment

Reduction: (El thru E4) One grade One or more grades

(ES and E6) One grade in peacetime

Forfeiture 7 days' pay 1/2 of 1 months' pay
for 2 months

Detention 14 days' pay 1/2 of I months' pay
for 3 months

B. PUNISKeENT FOR COI'MISSIONED AND kARRANT OFFICERS

IMPOSED BY COMPANY IMPOSED BY FIELD
PUNISK.CNT GRADE OFFICERS GRADE OFFICERS

Aanonition/Reprimand Yes Yes

Restriction 30 days 30 days

ONLY GENERAL OFFICERS OR 6CM CONYENING AUTHORITIES MAY IMPOSE TiE FOLLOWING PLNISFi(NTS

Arrest 30 days

Restriction 60 days

Forfeiture 1/2 of 1 months' pay for 2 months

Detention 1/2 of 1 months' pay for 3 months

C. CDiPULTING "VNTILY AUTHORIZED FORFEITURES AND DETENTIONS OF PAY UNDER ARTICLE 15, UCMJ

1. UPON ENLISTED PERSONS.

a. (Honthly Basic Pay
1
) # (Forein Pa

1
'
2
) - Maximum forfeiture or detention

2 per month if imposed by major
or above.

b. (Monthly Basic Pay
1) + (Foreign Pay

1
'
2
) x 7 • Maximum forfeiture if imposed

30 by captain or below.

1 1,2
c. (Monthly Basic Pay

1) + (Foreign Pay ' ) x 14 - Maximum detention if imposed by
30 captain or below.

2. UPON COMMIJSSIONED AND IARRANT OFFICERS WHEN IMPOSED BY AN OFFICER WITH GENERAL
COURT-MARTIAL JURISDICTION OR BY A GENERAL OFFICER IN CO.'tAND.

(monthly Basic Pay
1) - Maximzs authorized forfeiture or detention per month.

3

2

1 At the time Punishment is imposed.

2 If applicable.

3 Forfeitures may apply to not more than 2 months' pay; detentions to not more than 3
months' pay. Detentions may be for a period not to exceed I year or ETS, whichever
is earlier.

S Subject to limitations imposed by proper authority.

.Maximu Punishment in Suimmarized Procedures (Enlisted Persons Only). The maxlimm
punishment imposable by any commander under Sumnarized Procedures will not exceed extra
duty for 14 days, restriction for 14 days, oral reprimand or admonition, or any
combination thereof.

NOTE: Before acting on an appeal, a record of nonjudicial punishment must be referred to
a judge advocate for advice when the punishent, whether or not suspended, includes
reduction of one or more pay grades from the fourth or a higher pay grade, or is in
excess of one of the following: 7 days arrest in quarters, 7 days correctional custody,
7 days forfeiture of pay or 14 days of either extra duties, restriction, or detention of
pay (see ucMJ, Art. lSe(2) to (7)).

1: MAXIMUM PUNISHMENTS ALLOWED UNDER ARTICLE 15, UCMJ

"; : : . ' ' :. .. .. .. . , ., .. . . . t. . .-, . . . ..... ....



MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

RESTRICTIONS ON PUNISHMENTS

o A commanding officer may only- impose Article 15 punishment on those military
members within his/her command, unless limited by a superior commanding
officer.

o A field grade Article 15 may not be administered for misconduct previously
punished by a company grade Article 15.

o An offender cannot be punished under Article 15 for the same act or acts over
which a civil court has exercised jurisdiction. NOTE: WHEN CIVILIAN
PUNISHMENT SEEMS INADEQUATE, A COMMANDER MAY REQUEST BY
LETTER THROUGH CHANNELS THAT HE/SHE BE GIVEN AUTHORITY TO
IMPOSE ADDITIONAL PUNISHMENT.

o Several minor offenses arising from substantially the same transaction will not
* be punished separately under Article 15.

o Restriction and extra duty may be combined, but the total may not exceed the
maximum allowed for extra duty.

o A company or battalion commander must have a grant of authority from the
GCM authority or a general officer in command prior to exercising the power to
impose correctional custody.

o An E4 may not be placed in correctional custody, but an E4 may be reduced to
E3 and placed in correctional custody as part of the same punishment.

o Correctional custody may not be combined with restriction or extra duties.

o Forfeiture of pay is based upon the grade to which the offender was reduced,
even if the reduction is suspended.

o Forfeiture of pay may not be combined with detention of pay.

o E7 - E9 may only be reduced at DA level.

TABLE 1: (Continued)
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MONITOR ADMINISTRATIVE PREPARATION OF RECORD OF
PROCEEDINGS UNDER ARTICLE 15, UCM3

A ~C
R 1~hen the Record of Nlonjudical Pursmnnt IA Form 2 627) filed In-lU

Li If a on the basis that the perf or: ortion of the the restricted portion of the providing that
IE OMPF OPP!

I comander who imposed the pan- evidence exists which clearly will be transferred to the will remain so filed
Ishment. successor in coemand, absolves the member of the of- restricted portion of the 01PF
or next superior authority sets fense(s) and the copy in the MPUR
aside the punishment removed

2 meber in the grade of E6 or the record of nonjudicial pmn. will, upon approval of the me.-
above pplies to the DA Suita- istment has served Its purpose ber's application, be trans-
bility Evaluation Board (DASEB) and that removal is In the best ferred to the restricted por.
for transfer of the record of interest of the Amy tion of the 0MPF and the copy
nonjudicial punishment from the in the MPRJ removed
performance portion of the OPF

3 member in the grade of ES or the record of nonjudicial pun-
below applies to the Army Board ishment has served its purpose
for Correction of Military Rec- and that removal is in the
ords (ACIMR) for transfer of best interest of the Army. or
record of nonjudicial punish-

4 ment from the performance por- evidence exists which clearly
tion of the OWF absolves the member of the of-

fense(s)

S member in the grade of E6 or the record of nonjudicial pun- the mmer has &I.
above applies to the AICHR for ishment has served its purpose ready applied to
transfer of the record of non- and that vemoval is in the DASEI and the
Judicial punishment from the best interest of the Army repuest was denied.
the performance portion of

6 OPF evidence exists which clearly
absolves the member of the of-
fense(s)

TABLE 2: REMOVAL OF RECORDS OF NONJUDICIAL PUNISHMENTS
FROM MILITARY PERSONNEL FILES

a",
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD

SUMMARY: Plan and supervise unit displacement by convoy.

-CONSIDERATIONS: e Unit displacements are executed in response to a verbal
or written OPORD from higher HQ.

0 This aid deals only with road movements. For unit
displacements by air, rail, or water, see unit deployment
SOP.

ACTIONS: 1. Review the OPORD which details your unit's movement,
* and take necessary steps to plan and monitor road

movement (see Figure 1).

2. Plan unit displacement by road (see Table 1). Write any
special remarks in the space provided.

s--.3. Compute convoy configuration and time considerations
(see Table 2).

*REFERENCES: First Sergeants' Course Material

FM 71-1, The Tank and Mechanized Infantry Company Team
(How to Fight), 30 JUN 77.

FM 7-1 lB3, Soldier's Manual, Skill Level 5, 5 SEP 79.
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD,.

TYPE OF CONSIDERATIONS REMARKS
PREPARATION

PREDISPLACEMENT TRAINING:
PROGRAMS Driver's training, communications

training, practice alerts/recalls,
emergency redeployment exer-
cises, convoy training, loading plan
exercises, equipment maintenance.

STATUS OF SUPPLY AND MAINTE-
NANCE

STATUS OF UNIT SOPs:
Preparation of loading plans, unit
recall procedures, designated field
uniform, convoy procedures, com-
munications procedures, RSOP,
maintenance, stay-behind force,
weapons issue procedures, safety,
security.

RECONNAISSANCE MAP, AIR, GROUND:
Availability and conditions of
routes, rates of march, classifica-
tion of roads and bridges, con-
gested areas, tunnels, rock falls/
slides, SP and RP, locations of
halts and feeding/refueling areas,
assembly/bivouac area, road dis-
tances, obstacles and repairs
needed, guides required.

SELECTION CHARACTERISTICS:
* OF Defensibility, communications, dis-

POSITION persion, adequate cover and con-
-V cealment, soil conditions, accessi-

bility, weapons deployment.

TABLE 1: CHECKLIST FOR PREPARATION FOR DISPLACEMENT OF UNIT

d . . .-. . .- . . "< . , - --. ,. . . . -. .- .-.- ;, .. , ,., , . . -",-.-.-.;.., n-
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD

S TYPE OF
PREPARATION CONSIDERATIONS REMARKS

RECONNAISSANCE, COMPOSITION:
QUARTERING Personnel, equipment, transpor-

ADVANCE PARTIES tation, communication.

PERSONNEL EQUIPMENT:
PREPARATION Weapons issue, field gear, training,

identification of special teams,
strip maps for drivers.

AVAILABILITY:
Recall.

*EQUIPMENT SUPPLIES:
PREPARATION Food, water, sanitary facilities,

maintenance equipment, radios,
signs, flags, security equipment.

VEHICLE MAINTENANCE:
PREPARATION Airhoses, oil/lubricants, cooling

systems, safety chains, brakes,
tires, fuels, batteries, lights, wind-
shields, equipment, weapons.

LOADING:
Location of loaded items, descrip-
tions/MTOE numbers, load secur-
ity, hardening.

COMMUNICATIONS RADIO:
Convoy command net, march ele-
ment control nets, radio mainte-
nance, communications security.

AUDIO/VISUAL:
Hand signals, flags, signs, horns,

.5 whistles, noise makers.

•1' TABLE 1: (Continued)
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD

*=: %" YP O

TYPE OF CONSIDERATIONS REMARKS
PREPARATION

CONVOY ORGANIZATION:
; PROCEDURES Mission, tactical situation, type of

unit; formation: open, closed, in-
filtration. Computation of dis-
tance (kms), rate of march (kmph),
length of column (LGTHCOLM),
number of vehicles, density (VPK),
time gaps.

IDENTIFICATION:
NATO markers, movement num-
bers, SOP requirements, "Convoy
Follows" and "Convoy Ahead"
signs.

HALTS:
, Dining, refueling, bivouac, personal

comfort.

TIMING:
Computation of start point time
(SPT), completion time (CT),
time distance (TDIS), pass time
(PST), halts.

FINAL BRIEFING:
Tactical situation, convoy proce-
dures, security procedures, activ-
ities at halts, communications,
breakdown procedures, safety,
routes.

TABLE 1: (Continued)
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DISPLACE UNIT FROM ONE LOCATION TO ANOTHER BY ROAD
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PLAN AND IMPLEMENT FIELD SANITATION ACTIVITIES

SUMMARY: Ensure practical measures are implemented to preserve
health and prevent disease.

CONSIDERATIONS: e Safeguarding food and food supplies.

0 Safeguarding water.

* Control of disease-carrying insects and animals.

* Field sanitation teams must consist of at least two
persons, one of whom must be an NCO.

ACTIONS: 1. Appoint (in writing) a field sanitation team.

2. Use Figure 1 as a guide to train field sanitation team on
control process.

3. Use Figure 2 as a guide to educate soldiers on
protective control measures that can be taken.

REFERENCES: AR 40-5, Health and Environment, 25 SEP 74.

.AR 40-562, Immunization Requirements and Procedures, 7

JUN 77.

FM 21-10, Field Hygiene and Sanitation, 24 JUL 70.

FM 21-11, First Aid for Soldiers, 30 JUN 76.

FM 21-15, Care and Use of Individual Clothing and
Equipment, 15 FEB 77.

FM 21-18, Foot Marches, 29 3AN 81.

FM 31-70, Basic Cold Weather Manual, 12 APR 68.

FM 31-71, Northern Operations, 21 JUN 71.

TM 5-632, Military Entomology Operational Handbook, 1 DEC
71.

-' TM 5-700, Field Water Supply, 17 JUN 67.

TC 8-3, Field Sanitation Team Training, 15 SEP 78.

::::::::::*:::::: *: * . .. :.'.-....*:, - . *. - %



PLAN AND IMPLEMENT FIELD SANITATION ACTIVITIES

Control Control Protect
Source of Means of Susceptible
Disease Transmission Personnel

Personal Personal o

Hygiene Hygiene Immunization

Isolation Ventilation
of the of Living Education:

Ill Quarters

Detection
and Isolation Water PERSONAL HYGIENE
of Carriers Purification

I FIELD WATER SUPPLY

Selection and
Quarantine Preparation

of Food e FOOD SANITATION

1 WASTE DISPOSAL
Medical Disposal

Surveillance of Waste

I .1 * INSECT CONTROL

Insect and
Treatment Animal . RODENT CONTROL

Prevention

FIGL~..E 1: COMMUNICABLE DISEASE CONTROL PROCESS
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PLAN AND IMPLEMENT FIELD SANITATION ACTIVITIES

FIELD SANITATION FACTORS TO CONSIDER FOR
ACTIVITIES PROTECTIVE/CONTROL MEASURES

1. Personal Hygiene a. Personal cleanliness

b. Special care of feet:

- Prior to the march
-- On the march

At rest periods
-- In bivouac area

c. Special protective measures:

-- Bednets
-- Protective clothing

• d. Cultivate healthy mind:

-"- Friendliness
Tlerance

-- Combat worry
-- Combat fear

e. Rules for avoiding illness in the field:

-':Consume food and drink from
authorized sources

-' -- Cover human waste
-- Keep fingers and contaminated objects

out of mouth
-- Clean mess kit after each meal

-- Clean teeth every day
-- Avoid insect bites
-- Avoid getting wet or chilled un-

necessarily
-- Do not share personal items
-- Consult medical personnel for

medication
-- Dispose of food scraps and refuse in

proper place
-- Avoid contact with sources of disease
-- Avoid venereal disease.
-- Get proper rest
-- Engage in physical exercise regularly
-- Use off-duty time for recreation and

self-improvement

FIGURE 2: LIST OF FIELD SANITATION ACTIVITIES AND FACTORS TO CONSIDER

A.V11

. *-W: e



7. . 17 7 -

PLAN AND IMPLEMENT FIELD SANITATION ACTIVITIES

FIELD SANITATION FACTORS TO CONSIDER FOR
ACTIVITIES PROTECTIVE/CONTROL MEASURES

2. Field Water Supply a. Unit water treatment methods:

-- Knapsack filter unit
-Chlorination

b. Individual water treatment methods:

-- Iodine tablets
-- Calcium hypochiorite solution
-- Boiling

*.3. Food Sanitation a. Protection during transport:

-- Clean vehicles
-- Clean tarpaulins
-- Clean bags or containers

b. Inspection upon receipt in the unit:

-- Faulty containers
-- Spoilage

c. Daily checks of food handlers:

-- Personal cleanliness
-- Signs of illness
-- Colds and coughs
-- Skin and wound infections

d. Clean mess facilities

e. Clean cooking, serving, and eating utensils

4. Waste Disposal a. Human waste:

-- Cat hole
-- Straddle trench
-- Deep pit

* - -- Burn-out latrine
-- Mound latrine
-- Bored hole latrine
-- Pail latrine

-- Urine soakage pitI .. b. Wash, bath, and liquid kitchen waste:
-- Soakage trenches
-- Grease traps
-- Evaporation beds

c. Garbage and rubbish:
Burial

low Incineration

F FIGURE 2: (Continued)



PLAN AND IMPLEMENT FIELD SANITATION ACTIVITIES

FIELD SANITATION FACTORS TO CONSIDER FOR
ACTIVITIES PROTECTIVE/CONTROL MEASURES

5. Insect Control a. Control breeding sites:

-- Proper disposal of all waste
-- Eliminate holes, ruts and low areas

where water can stand
-- Insecticides

b. Individual protective measures:

-- Insect repellent
Insect bar

6. Rodent Control a. Locate signs:

-- Burrows in the ground
-- Holes gnawed in food containers
-- Droppings

b. Mechanical control

c. Chemical control

- FIGURE 2: (Continued)



EVALUATE EFFECTIVENESS OF TROOP MESS FACILITY

SUMMARY: Monitor and evaluate the effectiveness of troop mess facil-
ity.

CONSIDERATIONS: * Dining facilities may vary in operations:

o Consolidated dining facility

o Separate dining facility

o Contracted dining facility

o Field mess facility

ACTIONS: I. Use accompanying chart (Figure 1) to identify specific
duties of mess personnel.

2. Use accompanying chart (Figure 2) to identify specific
problem areas.

3. Advise dining room stewards or inform mess officer of
deficiencies noted in specific areas.

REFERENCES: AR 30-1, The Army Food Service Program, 21 MAR 77.

*I

6i:
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Responsible to:

Advises yzto

; '; A r " / D i n i n gS Facility S e

* Steward(s)Se

:d. Cooks eadcounte

i " ' DUTIES: DUTIES: DUTIES:

I. Follows cook's work- I. Inspects food service I. Controls entry into
sheet to ensure timely personnel for cleanli- dining facility.
preparation of food. ness. 2. Checks meal cards

2. Follows recipes when 2. Inspects equipment (DD Form 714).
preparing each food and building for clean- 3 Obtains signatures
item. liness. and required infor-

3. Prepares correct 3. Ensures mess area mation on headcount
quantities of food. and equipment are sheet (DA Form

4. Observes rules of kept in a sanitary con- 3351).
personal hygiene dition. 4. Obtains signature
and mess sanitation. 4. Prepares cooks' work- on mess guest register

5. Observes safety pre- sheets. (DA Form 3032) or
cautions when prepar- 5. Ensures compliance cash meal payment

" ing food. with worksheets sheet.
by cooks in preparing 5 Collects and accounts
and serving food. for money for cash

6. Prepares estimates payment for meals.
for quantity of ration 6. Consolidates totals
required. of meals taken and

7. Supervises food prepar- enters total headcount
ation. on headcount record

" 8. Maintains records (DA Form 3033);
of amounts of money signs in appropriate
collected fot meals. section.

9. Maintains complete 7. Closes out cash meal
* .* files on mess activ- payment sheet at the

ities. end of the day.

FIGURE 1: SPECIFIC DUTIES OF MESS PERSONNEL
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EVALUATE EFFECTIVENESS OF TROOP MESS FACILITY

1. Long mess lines.

2. Facility dirty or in disrepair.

3. Tools/equipment in disrepair.

4. Dirty/unkempt outside area.

5. Furnishings dirty/unserviceable/inadequate.

6. Facility not opened on schedule.

7. Crowded conditions.

8. Troops waiting for trays/dishes/utensils.

9. Dirty trays/dishes/utensils.

10. Offensive odors in the facility.

11. Food served at incorrect temperatures.

12. Lack of food choices.

13. Food either overcooked or undercooked.
'- 14. Lack of condiments or inadequate variety.

V.

15. No portion or serving control.

16. Unappetizing/unorganized food display.

17. Spoiled food.

1". Dining facility personnel dirty/out of uniform/discourteous.

'.. 19. Headcount late/not knowledgeable/not briefed.

20. Valid soldier complaints.

21. Sick soldiers.

22. Insects/rodents visible.

, 23. Dining facility account over/underdrawn.

FIGURE 2: DINING FACILITY PROBLEM INDICATORS
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS

SUMMARY: Initiate/monitor administrative actions on AWOL soldiers.

CONSIDERATIONS: Many administrative AWOL actions are the responsibility of
the PAC. However, if the unit is not supported by a PAC,
the company clerk will perform most of the actions. In
either case, the first sergeant needs to ensure that the
actions are completed.

ACTIONS: Use accompanying table as a checklist to ensure that all
required actions are completed.

REFERENCES: AR 630-10, Absence Without Leave and Desertions, 15 JAN
80.

DA Pam 600-8, Military Personnel Management and Adminis-
trative Procedures, I MAR 82.
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INITIATEMONITOR ADMINISTRATIVE AWOL ACTIONS
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INITIATEIMONITOR-ADMINISTRATIVE AWOL ACTIONS
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS

DISPOSITION FORM
For use of this form. se AR 340-15; tte proponent agency is TAGO.

REFERENCE OR OFFICE SYMBOL SUBJECT

Revocation of Security Clearance

TO S-2 Security Officer FROM CDR, Trp A DATE 17 Feb 81 CMT1

ist Sqdn, 77th ACR 1st Sqdn, 77th ACR
Ft Abrams, TX 79000 Ft Abrams, TX 79000

1. Request that the security clearance for the person listed below be revoked according

to AR 630-10 and procedure 5-25, DA PAM 600-8.

NAME AND GRADE: Timothy John Crawford, SP5

SSAN: 730-78-4437

TYPE OF CLEARANCE: CONFIDENTIAL

2. The above soldier departed AWOL from this unit on (date)

ALLEN C. ABRAMS
CPT, ARMOR
Commanding"S

DA FOnA PREVIOUS EDITIONS WILL BE USED 0 U.S. G.P.O. 1980-665141/28
AUG380 FI R 1 2496

FIGURE 1: SAMPLE LETTER TO REVOKE SECURITY CLEARANCE
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS

UNIT LETTERHEAD

(Date)

(Address of Next of Kin)

Dear

I regret to inform you that *A has been absent without leave
from this unit since *B . Your *C absence could
result in a trial by court-martial with loss of pay and allowances which
could mean that *D dependents would lose all rights to receive
allotments, medical care, coazissary and post exchange privileges. and
other military benefits. Continued absence could also result in

% .confinement or dismissal with dishonorable or bad conduct discharge.

If you know vhere *D . is, please urge *D to return
im ediately to milicary control at the nearest Army installation inorder to avoid serious consequences of prolonged unauthorized absence.

lest assured that "D will be given a fair hearing and the
opportunity to present any information on *D behalf.

Sincerely,

- Notes: Underlines indicate variable data which will be added as the
case warrants.

A = Name of service member.
B - Date absence began.
C - Relationship of member, i.e., husband(ls), wife(ls), son('s), etc.
D - Applicable pronoun - he, his, him, or she, her.

If the absentee is in the pay grade of E-4 (4 years orless service),
E-3, E-2, or E-1 and the conditions in paragraph 2-3e (2) apply, add the
following 4th paragraph to the letter:

Should your *C fail to return to duty within the next 20 days,
you may be eligible to receive a basic allowance for quarters to
financially assist you for a period not to exceed 2 months beginning
with the first day of * . unauthorized absence. I am

* enclosing an applicatio- for you tu complete and return to me as
soon as possible.

.

FIGURE 2: SAMPLE LETTER FOR NOTIFICATION OF NEXT OF KIN
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INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS

(Applicant's address)

-
4

(Unit's address)
1. I hereby apply for payment of lasic Allowance for Quarters. I nm

the dependent of *A

2. I certify that the following statements are true and correct:

a. I am not oc'cupying housinj provided by the U. S. Government.

b. *A is not residing with me at this time.

C. The one statement 1 checked below applies to me:

* ____I was residing with *A imediately

prior to * , the date the absence began.

.,___ I was not residing with *A prior to
*B , the date the absence began. (If this

statement is checked, explain in "Remarks" below as to
why you were not residing with the member.)

3. Remarks:

(Signature of Applicant)

-..

* Notes:

- - Name of service member.
.. - Date absence beoan.

FIGURE 3: SAMPLE APPLICATION FOR BAQ

Lill**_ .



INITIATE/MONITOR ADMINISTRATIVE AWOL ACTIONS
JOIN 'UAEOM si!uyc&mcnp

JOIN MESAGKORMUNCLASSIFIED
PACC 0%VM! CI PU 11 1 CLASS CC ?FR MESIA&I W4ftK=W~MUNIWA"0.E COMM OWLT

LA S I m O ... . DArr -- U , 'f.

°f PP PP UUUU
BOOK MIcE l K"IOUNG IN5TiUCfiONsp

NO

rw~ UNIT MAKING THE INQUIRY

7m LOSING UNIT

CDR MILPERCEN ALEX VA//DAPC- (Caee.A mgmt bawch)//

TDY UNIT (IT apptiuL6)

flPTAO SERVING THE OVERSEA COriMAND (Ii oppZeA)

CDR REPLACEMENT ACTIVITY SERVING THE GAINING

UNIT (1 appL )e&

INFO: CDR MILPERCEN ALEX VA//DAPC-fSF-RR// (Intude thA

ino~matZon addrtee 6ok 3d teque.6±6 onl-y

UNCLAS

SUBJECT: REQUEST FOR VERIFICATION OF MEMBER'S STATUS, S:0 day Au. pe.Ae

A. AR 630-10

1. AS OF THE DATE OF THIS INQUIRY., THE IEMBER BELOW HAS NOT REPORTED

TO THIS ORGANIZATION AS SHOWN ON (HAe, put the numbeA and iu ,.i head-

quva'.teu' oj the membeA'. PCS oAde.'/TP~f otdeA.

A. Umebea'A Name, gade and Soc,t. SecuL'ty NumbeA.

S. P.i unLt oj a igment ILosJ. Unit).

C. Repo'rtin date (o poz4t ea av ai.bi.tty date pbI 9 da.I.
J

D. pot..t caU data. (ije knowt and ij eappLie.).

2. ACCORDING TO PARA 2-48 OF REF A% REQUEST YOU PROVIDE THIS UNIT

WITH ANY INFORMATION AS TO THE STATUS OF THE ABOVE SOLDIER. IN

ADDITION, REQUEST ANY INFORMATION WHICH rMAY HAVE AFFECTED HIS/HER

ASSIGNMENT, NO LATER THAN THE SUSPENSE DATE ABOVE.

3. THIS IS A Aecond/t"kd REQUEST. ...I

-II

SPS JANICE M. MCFARLANDi 46CD-LC
231-34561 13 FES 79

* .... ",//.1Z . (.sac-."" ,", "( " ...54,.. s ... as"-
. UNCLASSIFIED

" D D " . ... ' .......... . ... .e.. .. i. 'U be "" *. . *

FIGURE 4: SAMPLE MESSAGE OF INQUIRY TO LOSING UNIT4 S
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CONDUCT PERSONNEL ASSET INVENTORY (PAZ) WITH COMMANDER

SUMMARY: Prepare all necessary forms and reports, coordinate muster
formation, compare personnel data on forms with actual
personnel status at formation, complete and file DA Form
3986.

CONSIDERATIONS: A PAl will be conducted:

* Within five working days prior to a change of Unit
Commander.

9 Fourteen calendar days prior to a unit inactivation,
discontinuance, move to another installation, or
temporary depletion to zero strength.

" By direction of Commanders in the chain of command.

* When unit strength variance is two percent or more.

* Within 30 days after activation and assignment of
personnel to the unit.

- Within a year of the previous PAl.

NOTE: When a PAl is performed for whatever reason,
the annual PAl requirement is satisfied.

ACTIONS: I. Obtain the following forms from PAC on the date of
the PAl. (PAC will assist in conducting the PAl and
preparing the form).

* Three copies of DA Form 3986 (four copies for

Change of Command).

* The unit/PAC copies of DA Form 2475-2,
Personnel Data SIDPERS (PDC), or each indivi-
dual assigned or attached.

* The latest copy of Personnel Strength Zero
Balance Report (C-27).

* Copies of DA Form 3815, SIDPERS transaction
transmittal showing SIDPERS transaction
affecting strength, submitted since the effective
date of the C-27.

- - -



CONDUCT PERSONNEL ASSET INVENTORY (PAI) WITH COMMANDER

2. Update the Personnel Strength Zero Balance Report (C-
27).

. Add or delete reassignment gains and losses

* Provide, on a separate paper, an updated list of
personnel assigned to the unit on the date of
PAl.

3. Ensure all assigned unit members and attached
personnel are present for the PAl with the exception of
those listed below. NOTE: Provide order(s) and docu-
mentation at the PAl for all absences.

- Assigned-not-joined.

Hospitalization.

- Leave.

'  Temporary duty (TDY).

.• Absent without leave (AWOL).

* Confined.

0 Pass, administrative absence.

,' Essential duties (CQ, SDNCO).

* Missing.

• Sick in quarters.

4. Conduct a PA! at muster formation.

* Reconcile information on the completed forms in
Step I with an actual physical accounting of
personnel.

5. Using the reconciled information from Step 4, complete
a DA Form 3986 and submit it through PAC for
preparation.

- File approved DA Form 3986. Retain in file for
two years.

REFERENCES: AR 680-31, Military Personnel Asset Inventory and Infor-
mation Reconciliation, 15 NOV 81.ii*



MAKE RECOMMENDATIONS REGARDING REPORT OF SURVEY,
STATEMENT OF CHARGES9 AND CASH COLLECTION VOUCHERS

SUMMARY: Determine appropriate procedures to repay the Government
for the loss, damage, or destruction of Government property.

ACTIONS: I. Determine methods for lost, damaged, or destroyed
handtools (see Figure 1).

2. Determine methods for LOST property (other than
handtools) when liability IS admitted (see Figure 2).

3. Determine methods for DAMAGED or DESTROYED
property (other than handtools or vehicles involved inaccidents) when liability IS NOT admitted (sie Figure

3).

- REFERENCE: AR 735-11, Accounting for Lost, Damaged, or Destroyed
4b- Property, 15 SEP 81.
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MONITOR SUPPLY OPERATIONS

*SUMMARY: Monitor acquisition, storage, and issue of operational supplies
and equipment.

CONSIDERATIONS: . Periodic checks to determine the status of supplies and
equipment.

" Assist in developing solutions when problems are en-
countered.

" Assist in preparing for inspections.

a!ACTIONS: 1. Determine type of property and quantity authorized by
examining Authorization Documents. (See Table 1.)

2. Monitor supply activities by referring to appropriate
references and forms. (See Table 2.)

REFERENCES: Field Manuals:

FM 10- 14, Unit and Organization Supply (Manual
FM Procedures), 31 DEC 73.

FM10-69, Petroleum Supply Point Equipment and
Operations, 31 OCT 77.

FM 19-30, Physical Security, I MAR 79.

Army Regulations:

AR 190-11, Physical Security of Arms, Ammunition, and
N Explosives, 15 OCT 8 1.

AR 190-13 The Army Physical Security Program, 23 AUG
74.

AR 210-130, Laundry/Dry Cleaning Operations, 15 DEC 76.
AR 340-2, Maintenance and Disposition of 'Records in TOE

Units of the Active Army, the Army Reserve,
and National Guard, 15 MAR 81.

'C'AR 700-84, Issue and Sale of Personal Clothing, 15 FEB 80.
AR 703-1, Coal and Petroleum Products Supply and Man-

agement Activities, 15 SEP 78.
AR 7 10-2, Supply Policy Below the Wholesale Level, I

OCT 8 1.
AR 735-11It Accounting for Lost, Damaged, and Destroyed

Property, 15 SEP 81.

Army Pamphlets:

DA PAM 310-1, Consolidated Index of Army Publications
and Blank Forms, 1 NOV 82.



-j-7b7 -. 7-7 "W

MONITOR SUPPLY OPERATIONS

REFERENCES:
DA Pamphlets: (continued)

DA PAM 703-1 Accounting for Bulk Petroleum at Unit and
Installation Levels, 5 JAN 77.

DA Forms:

253, Fire Extinguisher Record Tag
581, Request for Issue and Turn-in of Ammunition
1687, Notice of Delegation of Authority-Receipt for

Supplies
'I2062, Hand Receipt/Annex Number

1974, Laundry List (Medical Treatment Facility and
Organization)

2064, Document Register for Supply Actions
2402, Exchange Tag
2765-1, Request for Issue or Turn-in
2886, Laundry List for Military Personnel
3078, Personal Clothing Request
3136, Roster and Statement
3161, Request for Issue or Turn-in
3643, Daily Issues of Petroleum Products
3645, Organizational Clothing and Equipment Record
3749, Equipment Receipt
3799, Laundry Payroll D educti on/ Discontinuance

A Authorization (Laundry Service)
4697, Department of the Army Report of Survey
4702-R, Monthly Bulk Petroleum Accounting Summary

DD Forms:

362, Statement of Charges for Government Property
Lost, Damaged, or Destroyed

1131, Cash Collection Voucher
1150, Request for Issue or Turn-in

* DA Label 85, Storage and Care of Explosives (Magazine
*Placard IIxl17)
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*MONITOR SUPPLY OPERATIONS

TYPES OF AUTHORIZATION
PROPERTY DOCUMENTS

1. Organization Property TOE and MTOE
CTA 50-900
CTA 50-909

2. Installation Property Appropriate TDAs,

MTDAs, and CTAs

3. Expendable Supplies

a. Repair Parts Appropriate TM Repair
-- *-Parts and Special Tool

Lists

b. Other Expendables CTA 23-series
SB 8-100
SB 700-50

4. Personal Clothing AR 700-84

TABLE 1. TYPES OF PROPERTY AND AUTHORIZATION DOCUMENTS

4.•
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MONITOR SUPPLY OPERATIONS

ACTIVITIES TO PRIMARY TYPICAL FORMS
MONITOR REFERENCES INVOLVED WITH THE

ACTIVITY

I. Requests for supplies AR 710-2 DA Form 2765-1

- ~ and equipment FM 10-14 DA Form 3161
DA PAM 310-6 DA Form 3084-R

*2. Cancellations of AR 7 10-2 DA Form 2765-1
requests for supplies FM 10-14 DA Form 2064

N3. Receiving of supplies AR 340-2 DA Form 2765-1
and equipment AR 710-2 DA Form 2064

FM 10-14

4. Storage of supplies FM 10-14 DA Form 253
and equipment DA Label 85

*5. Issuing to hand AR 7 10-2 DA Form 2062
receipt holders FM 10-14 DD Form 1150

DA PAM 310-4
DA PAM 310-6

6. Turning in of AR 710-2 DA Form 2765-1
supplies and equipment DA Form 3161

DA Form 2064
DA Form 2402

7. Transferring of AR 7 10-2 DA Form 3161
supplies and equipment DA Form 2064

S. Updating of signature AR 340-2 Da Form 1687
cards AR 710-2

9. Security of weapons AR 190-11 DA Form 3749
and ammunition AR 190-13 Key Control

.Riegister AR 7 10-2 Weapons/Ammunition

FM 19-30 Receipt Register

TABLE 2. SUPPLY FUNCTIONS AND ACTIVITIES
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MONITOR SUPPLY OPERATIONS

ACTIVITIES TO PRIMARY TYPICAL FORMS
MONITOR REFERENCES INVOLVED WITH THE

ACTIVITY

10. Requests for AR 710-2 DA Form 581
ammunition SB 700-20

11. Turning in ammu- AR 710-2 DA Form 581
nition and expended
rounds

- 12. Obtaining relief AR 735-11 DA Form 4697
from responsibility DD Form 362
for lost, damaged, DD Form 1131
or destroyed
property

13. Accounting for AR 703-1 DA Form 3643
bulk petroleum AR 7102 DA Form 2064

FM 10-69 DA Form 4702-R
DA PAM 703-1

14. Personal Clothing AR 700-84 DA Form 3078
DA Form 3645

15. Organizational AR 210-130 DA Form 1974
Laundry .AR 340-2 DA Form 2886

FM 10-14 DA Form 3136
DA Form 3799

TABLE 2. SUPPLY FUNCTIONS AND ACTIVITIES

e._
'p

f-5.

_.uu•
. . . . , . . . . . . -. , . . .. .•..4... . . . .- ..--.- ... ,. . , -. '., :-. , -, ,., .- %

ie.." '-*'.". -'.--.' " ",' ". '. .. ,- ' "--a' -''' " " . . *" ,, * *'- : . S'6 *, S r
M

] " - i



RECOMMEND APPROPRIATE DISCIPLINARY ACTION
TO COMMANDER (JUDICIAL, NON-JUDICIAL, NON-PUNITIVE)

SUMMARY: Investigate alleged violation or misconduct, determine
severity of violation or misconduct, recommend disciplinary
action.

* CONSIDERATIONS: * Commander specifically requests a recommendation
from you.

* You need to determine which type of action is applic-
able.

* Keep in mind that rehabilitation is your major aim.

ACTIONS: 1. Conduct an Investigation of the alleged violation.
Determine whether there is reason to believe the
soldier actually committed the offense.

2. If the of fense is substantiated, decide how serious it is.

0 Minor misconduct or poor duty performance.
Minor problems for which the soldier has not been
previously reprimanded, or when you have reason

-4 to believe the soldier will change his or her
behavior if given a warning or a minor punishment:
CONSIDER NON-PUNITIVE DISCIPLINARY
ACTION.

* Repeated minor misconduct or poor duty
performance, or a minor offense. A minor offense
is generally one for which the maximum authorized
punishment is not dishonorable discharge or con-
finement at hard labor for more than I year. See
AR 27-10, the section on Non-judicial Punishment,
for further clarification of minor offenses. CON-
SIDER NON-JUDICIAL DISCIPLINARY ACTION
(ARTICLE 15)..

* Major offenses, crimes, or repeated minor
offenses. If the soldier has repeatedly received
Article 15s, for the same or related offenses, or has
committed a crime or a major offense, or has not
been rehabilitated by non-punitive or non-judicial
actions, CONSIDER JUDICIAL DISCIPLINARY

4 .1%ACTION (COURT- MARTIAL).

J,-4



RECOMMEND APPROPRIATE DISCIPLINARY ACTION
TO COMMANDER (JUDICIAL, NON-JUDICIAL, NON-PUNITIVE)

3. Decide on a recommended disciplinary action. Always
recommend the least severe action that is adequate and
appropriate to handle the problem. Your aim is not just
to discipline the soldier, but to rehabilitate him or her.
Types of non-punitive, non-judicial, and judicial actions
are listed in Table 1.

4. Make your recommendation to the commander. Present
the results of your investigation, any history of previous
related offenses and disciplinary actions taken, your
recommendation for current disciplinary action, and

* your reasons for the recommendation. REMEMBER, IT
* IS UP TO THE COMMANDER TO MAKE TRE FINAL

DECISION ON ANY RECOMMENDED DISCIPLINARY
ACTION.

REFERENCES: AR 27-10, Military Justice, I SEP 82.

FM 27-14, Legal Guide for the Soldier, 23 MAY 80.

AR 600-200, Enlisted Personnel Management System, I JAN



RECOMMEND APPROPRIATE DISCIPLINARY ACTION
TO COMMANDER (JUDICIAL, NON-JUDICIAL, NON-PUNITIVE)

I. NON-PUNITIVE ACTIONS

" Admonitions (warnings, usually oral).

* Reprimands (criticism or chewing out): Written or oral. If written, filed
in field 201 file until soldier is transferred, separated, or administering
CDR requests removal via another letter through channels.

. Counseling: See Job Aid, Counsel Military Personnel.

- Extra training: Only when directly related to soldier's deficiency. Not
to be administered as punishment or give the appearance of punishment.

- Withholding privileges/benefits: Privilege/benefit withheld must bear
significant relationship to the offense.

. Evaluation reports. A less than excellent rating may have some effe:t
on promotion, assignment, and type of discharge.

* Revocation of security clearance. If there is reason to doubt reliability
and trustworthiness. Indicators: criminal or immoral activities, habitual
use of drugs, excessive use of alcohol, excessive indebtedness, repeated
AWOL. See AR 27-10.

. MOS reclassification. If act of misconduct directly affects job/MOS
performance (i.e., an MP who brawls, a finance officer accused of petty
larceny). Also, if SM is inefficient/untrainable in MOS. See AR 27-10.

0 Administrative reduction in grade. Certain commanders may
administratively reduce enlisted personnel for inefficiency and other
reasons.

* Administrative restraint or restriction.

*. Bar to reenlistment.

2. NON-JUDICIAL ACTIONS

* Article 15. For offenses where non-punitive action is not suited, but
incident is not serious enough to warrant court martial.

TABLE 1: NON-PUNITIVE, NON-JUDICIAL, AND JUDICIAL DISCIPLINARY ACTIONS

h7 "
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RECOMMEND APPROPRIATE DISCIPLINARY ACTION
- TO COMMANDER (JUDICIAL, NON-JUDICIAL, NON-PUNITIVE)

3. JUDICIAL ACTIONS

MAXIMUM MAXIMUM
TYPE OF CONFINEMENT AT MAXIMUM PUNITIVE

COURT-MARTIAL HARD LABOR FORFEITURES DISCHARGE

SUMMARY I month 2/3 per month NONE
(For Grades E4 (1 month)
and below only)

SPECIAL 6 months 2/3 per month NONE
(For enlisted (6 months) (unless convened
persons only) specifically

for BCD*)

GENERAL See MANUAL FOR Total BCD
COURTS-MARTIAL Forfeitures DD

Dismissal
(Of fice rs)

*In order to impose a BCD, a Special Court-Martial must:

(1) Be convened by a General court-martial convening authority.
(2) Have a military judge detailed.
(3) Have a defense counsel within the meaning of Article 27(b).
(4) Have a verbatim record of trial.

TABLE I: (continued)



INSTRUCT NCOs ON RELATIONSHIP BETWEEN SOLDIER'S MANUALS,
ARTEPs, AND THE ARMY'S SKILL EVALUATION PROGRAMS

SUMMARY: Define SM, SQT, CSM, CTT, ARTEP, and ARTEP FTX.
Outline how they interact.

S.'- CONSIDERATIONS: Ensure NCOs know the relationship between various training
guides and training evaluation programs:

- When new NCOs are assigned to the unit.
- For any SQTs or CTTs affecting your unit.
0 For any ARTEPs affecting your unit.
- If you notice individual or collective training is being

neglected or improperly conducted.

ACTIONS: I. Define SM, SQT, CSM, CTT, ARTEP, and ARTEP FTX
for NCOs.

* SOLDIER'S MANUAL (SM): A Department of the
Army publication which specifies critical individual
performances essential for a given MOS, duty
position cluster, and skill level. Performances are
presented as a series of training and evaluation
outlines specifying the training objective (what and
how well), and "how to" information. Because the
SMs are written in performance terms, they are
the basis for individual training and testing includ-
ing the Skill Qualification Test (SQT).

* SKILL QUALIFICATION TEST (SQT): A paper-
and-pencil test which evaluates individual pro-
ficiency with respect to MOS-specific Soldier's
Manual tasks. Results are used in personnel
decisions regarding promotion, assignment and re-
tention.

-COMMON SKILLS MANUAL (CSM): A Department
of the Army publication which specifies critical
individual tasks which must be mastered by all

fr-i Army personnel, regardless of MOS. These are
fundamental combat and survival skills such as
weapons proficiency, communications, NBC, land
navigation, and first aid. The tasks are written in
performance terms, similar to Soldier's Manual
tasks.

. COMMON TASK TEST (CTT): A hands-on test
which evalutes individual proficiency with respect
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INSTRUCT NCOs ON RELATIONSHIP BETWEEN SOLDIER'S MANUALS,
ARTEPs, AND THE ARMY'S SKILL EVALUATION PROGRAMS

to common skills tasks. Portions of the CTT may
be evaluated in conjunction with other training and
competitive events such as battlefield courses,
drill evaluations, and ARTEP field training exer-

•0 cises. Results are used in personnel decisions
regarding promotions and other career decisions.

-'ARMY TRAINING AND EVALUATION PROGRAM
(ARTEP): A series of Department of the Army
publications written for each of the major MOS
areas (i.e., infantry, artillery). Each ARTEP pro-
vides a listing of training and evaluation outlines
that contain minimum collective training objec-
tives and guidance pertaining to specific missions.
When supplemented with appropriate directives,
the ARTEP serves as the basis for formal evalua-
tion by which the training readiness of a particular
unit and diagnosis of future training requirements
can be determined.

ARTEP FIELD TRAINING EXERCISE (ARTEP
FTX): A field exercise which outlines a specific
combat mission and presents a scenario for carry-
ing out the mission in a realistic field environment.
The FTX includes the collective training objectives
outlined in the published ARTEP, and is used to
evaluate a unit's training readiness. During the
ARTEP FTX, individual SM or CSM training can be
conducted, and CTT evaluations performed.

2. Outline to NCOs how the various training programs andtheir evaluations interact. See Figure 1.

* Individual training is a prerequisit for collective
training.

' . MOS-specific Soldier's Manual tasks may be trained

during an ARTEP FTX, but they are evaluated by a
paper-and-pencil SQT.

. Common Skills Manual tasks may be trained and
evaluated during an ARTEP FTX, or they may be
dealt with at other times in the training cycle.

REFERENCES: FM 21-6, How to Prepare and Conduct Military Training, 3

NOV 75.

SQT Fact Sheet No. 82-7.
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INSTRUCT NCOs ON RELATIONSHIP BETWEEN SOLDIER'S MANUALS,
ARTEPs, AND THE ARMY'S SKILL EVALUATION PROGRAMS

INDIVIDUAL TRAINING COLLECTIVE TRAINING

COMMON SKILLS ARTEP
** SOLDIER'S MANUAL MANUAL PUBLICATIONS

Provides guidance Provides guidance Provides guidance
for individual for individual for collective

MOS skill training, common skill training, training.

Evaluated
SM skills may be OSM skills may be by

trained in trained in
* Sgarrison/f ield -or a garrison/field or

during an: during an . ARTEP FTX1
ARTEP FTX, ARTE FT. ; ch may e -d

SM or CSM training,
Eyauat4...........Evaluated :.and.CTT evaluaton.

by-

............. s-on CTT, whch. .

:may-take place during.
- aT ATEP FTX, or. -. . .-

Paper-and-pencil in other situations.___________
SQT, which cannot
be held during an

ARTEP FTX.

FIGURE I

RELATIONSHIP BETWEEN INDIVDUAL AND COLLECTIVE
TRAINING PROGRAMS AND EVALUATION PROGRAMS



SUPERVISE PREPARATION OF BIVOUAC AREA

SUMMARY: Supervise reconnaissance, planning, and occupation of a bivouac
area.

CONSIDERATIONS: . Unit SOP will generally outline special considerations in
preparation of bivouac areas.

a OPORD will usually detail unit mission and general
bivouac area.

ACTIONS: 1. Refer to OPORD to determine location and type of
-bivouac area (tactical/administrative) and unit mission.

2. Inspect bivouac area and map out emplacements IAW unit
SOP and bivouac area planning checklist (Table 1).

3. Brief unit leaders prior to occupation of bivouac area:

0 Location of each unit (squads, platoons, sections,
weapons emplacements, etc.).

* Procedure for occupation (security, camouflage
and concealment, noise/light/litter discipline,
etc.).

4. Supervise timely and orderly occupation of bivouac area.

REFERENCES: First Sergeants' Course materials, 1992.

Unit SOP
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SUPERVISE PREPARATION OF BIVOUAC AREA
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r ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

SUMMARY: Identify training needs, training topics, and references for NCO
professional training.

CONSIDERATIONS: * Unqualified need for NCODP.

* NCOES is only part of NCODP.

* NCODP is an integral part of every aspect of unit, from
barracks to tactical operations.

* NCODP is not only for new "sergeants."

. NCODP will require the support of every commander and
NCO.

ACTIONS: 1. Determine training needs of unit NCOs.

. Who has/has not attended NCOES courses?

* What NCOES courses have been attended?

* Who is participating in non-resident or corre-
spondence courses?

2. Review the following for performance deficiencies:

* SQT results

. ARTEP evaluations

. Exercise After-Action Reports

* Annual General Inspection (AGI) results

3. Organize your training around the needs and deficiencies
identified in steps I and 2 above.

4. Determine broad catery you want to train,. and obtain

references (see Table I).

7 5. If the topic is too broad, develop intermediate training
objectives (sub-topics).

.. .* ................ ............ .. .. . -



ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

6. Determine to whom the training will be given:

* Those who demonstrate potential for performing
duty in a leadership position.

* All soldiers performing duty in leadership positions.

* All acting NCOs.

7. Identify and brief instructor.

* Assign topic f or training.

* Try to give instructor at least a two-week notice.

8. Ensure the training is included on the training schedule.

9. Assist the -instructor to identify and obtain required
resources.

10. Check the instructor's lesson outline/plan.

.*.&11. Observe the instructor's rehearsal.

12. Attend and ensure others attend.

13. Evaluate the effectiveness of the training.

14. Critique the trainer.

REFERENCES: AR 350-17, Noncommissioned Officer Development System
* (NCODP) , 1 Dec 80

AR 3 5 1- 1, Individual Military Education and Training, 1 Mar 8 1

AR 621-5, Army Continuing Education Systen (ACES), 15 Oct



ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

TOPICS REFERENCES

1. DUTIES, RESPONSIBILITIES, a. AR 600-20, Army.. Command Policy and
AND AUTHORITY OF THE Procedures
NCO b. AR 611-201, Enlisted Career Management

Fields and Occupational Specialties

c. FM 22-600-20, The Army Noncommissioned
Officer Guide

2. LEADERSHIP a. AR 600-20, Army Command Policy and
Procedures

b. FM 22-100, Military Leadership.

c. ETV Tape 113-0720 (Leadership Coun-
seling)

d. TEC 909-071-0031 F through 0037F (NCO
Contributions to Enlisted Leadership)

e. Correspondence Subcourse INO 008
(Leadership)

3. HOW TO TRAIN SOLDIERS a. FM 25-2, How to Manage Training

b. FM 21-6, How to Prepare and Conduct
Military Training

c. ETV Tape Q171-6004, Leadership and
Motivation

d. Correspondence Subcourse INO 021, Tech-
niques of Military Instruction

4. HOW TO TRAIN SMALL a. FM 25-2, How to Manage Training
UNITS (SQUADS, TEAMS, b. ETV Tape 909-777-0819B, Sergeants
CREWS, ECHELONS, AND Business
PLATOONS

5. THE TACTICAL EMPLOYMENT a. FM 25-2, How to Manage Training
OF SMALL UNITS

TABLE I: BROAD CATEGORIES FOR NONCOMMISSIONED
OFFICER'S DEVELOPMENT PROGRAM

I..
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ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

TOPICS REFERENCES

6. MAINTENANCE OF WEAPONS a. FM 43-1, (Test) Organizational Mainte-
AND EQUIPMENT nance Manager's Guide

b. FM 21-15, Care and Use of Individual
Clothing and Equipment

c. FM 29-2, Organizational Maintenance
Operations

d. TM 38-750, The Army Maintenance Man-
agement System (TAMMS)

'.." e, DA Pam 750-1, Maintenance Guide for
Leaders

f. Correspondence Subcourse ISS 270, Organ-
izational Maintenance and Maintenance
Management

7. ACCOUNTABILITY OF a. AR 735-11, Accounting for Lost, Damaged,
WEAPONS AND and Destroyed Property
EQUIPMENT b. FM 10-14, Unit and Organization Supply

8. SCHOOL OF THE SOLDIER a. AR 600-9, Army Physical Fitness and
Weight Control Program

b. AR 670-1, Wear and Appearance of Army
Uniforms and Insignia

c. FM 21-20, Physical Readiness Training

d. FM 22-5, Drill and Ceremonies

e. ETV Tape H076-0004, Drill and Ceremonies

9. UNIFORM CODE OF a. FM 27-I, Legal Guide for Commanders
MILITARY JUSTICE b. AR 27-10, Military Justice

c. Manual for Courts-Martial

d. ETV Tape T 303-6346, Article 15 - An
Overview

e. TEC 909-071-D042F through 0045F,
Principles of Military Justice

f. Correspondence Subcourses TSS 259 and
260, Principles of Military Justice

TABLE 1: (Continued)

* .. ,. . . .



ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

TOPICS REFERENCES

10. PERSONAL RELATIONSHIPS, a. AR 600-20, Army Command Policy and
DEALING WITH SENIORS, SUB- Procedures

. " ORDINATES, AND PEERSO N S N Eb. FM 22-600-20, The Army Noncommissioned

Officer Guide

11. MILITARY CUSTOMS AND
COURTESY a. AR 600-20, Army Command Policy and

Procedures

b. AR 600-50, Standards of Conduct for
Department of the Army Personnel

c. ETV Tape 010-071-0003B, Military
Customs and Courtesy

d. ETV Tape 071-0695, Origins of Discipline

12. ENLISTED PERSONNEL a. AR 600-200, Enlisted Personnel
MANAGEMENT SYSTEM (EPMS) Management System

b. AR 601-280, Army Reenlistment Program

c. AR 611-201, Enlisted Career Management
Fields and Military Occupational
Specialties

d. AR 612-10, Reassignment Processing and
Army Sponsorship and Orientation Program

e. AR 614-30, Overseas Service

f. AR 614-200, Selection of Enlisted Soldiers
for Training and Assignment

g. AR 623-205, Enlisted Evaluation Reporting
System

h. TRADOC Pam 351-10, Guidelines for
Development of Enlisted Training
(NCOES/EPMS)

i. ETV Tape L 093-0578, EPMS Progress

13. EFFECTIVE a. AR 340-15, Preparing Correspondence
COMMUNICATIONS b. FM 22-100, Military Leadership

c. FM 22-10 1, Leadership Counseling

d. DA Pam 1-10, Improve Your Writing

e. ETV Tape E 071-0175, Effective Speaking

f. Correspondence Subcourse ISS 204

r TABLE 1: (Continued)



ESTABLISH UNIT NONCOMMISSIONED OFFICER'S DEVELOPMENT PROGRAM

TOPICS REFERENCES

14. THE NCO ROLE IN THE
ALCOHOL AND DRUG ABUSE a. AR 600-85, Alcohol and Drug Abuse Pre-
PREVENTION AND CONTROL vention and Control Program (ADAPCP)
PROGRAM (ADAPCP) b. FM 22-101, Leadership Counseling

15. PERSONAL AFFAIRS a. DA Pam 360-531, Your Personal Affairs -
A Checklist

16. REFERRAL AGENCIES a. See Job Aid "Counsel Military. Personnel"
for problem areas and referral agencies

17. EDUCATION a. AR 621-5, Army Continuing Education
System (ACES)

TABLE 1: (Continued)
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WEIGHT CONTROL PROGRAM

SUMMARY: Establish and monitor unit weight control program.

CONSIDERATIONS: * Routine weigh-ins will be accomplished at the unit.

0 Percent body fat measurements will be accomplished by
health care personnel.

ACIOS 1.UeFgreIa*rceua.udefrsrein odes

ACTIONS:2. Use Figure 2 as a procedural guide forceng soldiers. h

weight control program.

REFERENCES: AR 600-9, The Army Weight Control Program, I Feb 83.
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WEIGHT CONTROL PROGRAM
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WEIGHT CONTROL PROGRAM
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WEIGHT CONTROL PROGRAM

59 - 107 107 114 113

60 132 136 139 141 Ill 114 117 121
61 136 140 144 146 115 118 121. 125
62 141 144 148 150 119 123 *2 3

63 145 149 1.53 1.55 123 126 130 134
64 150 154 158 160 126 130 134 138
65 155 159 163 165 130 134 138 142
66 160 163 168 170 135 139 143 147

67 165 169 174 176 139 143 148 151
68 170 174 179 181 143 147 151 156
69 175 179 184 186 147 151 155 160
70 180 185 189 192 151 156 160 165

71 185 189 194 197 155 159 164 169

72 190 195 200 203 160 164 169 174

73 195 200 205 208 165 169 174 179
74 201 206 211 214 170 174 180 185

75 206 212 217 220 175 179 184 190
76 212 217 223 226 180 185 190 196
77 218 223 229 232 184 190 195 201

78 223 229 235 238 189 194 200 206

79 229 235 241 244 194 199 205 211

80 234 240 247 250 198 204 210 216

TABLE 1:. WEIGHT FOR HEIGHT SCREENING TABLE
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WEIGHT CONTROL PROGRAM

FORMAT FOR REQUESTING PRELIMINARY MEDICAL EVALUATION

FROM: Commanding Officer
TO: MEDDAC

Subj: Weight control Program

Ref: AR 600-9.

1. ( ) exceeds the weight for height tables

by _ pounds; ( ) appears to have excess body fat.

2. It is requested that body fat content be measured and a medical evaluation be
conducted in accordance with reference AR.

Date Signature

FIRST INDORSEMENT

FROM: MEDDAC (Health Care Personnel)TO: Commanding Officer

1. In accordance with the reference, has
been examined and found to weigh pounds and have a body fat content of
percent. This individual (check appropriate block/blocks):

" ( ) Exceeds the weight for height tables, or ( ) does not exceed the weight tables.

( ) Exceeds the percent body fat standard by - percent. The individual's
maximum allowable weight is pounds in current age category.

"( ) Does not exceed the percent body fat standard. The individual's maximum
allowable weight is _ pounds in current age category.

-( ) Is fit for participation in a weight control/physical exercise program.

-. ~The cause of this overweight condition (is) (is not) due to a medical disorder.

" -. 2. The following action(s) is/are recommended.

( ) Weight reduction program.

F( ) Hospitalization for pathological medical disorder.

-() No further action.

3. The soldier has been advised that: The loss of _ pounds within 6 months is
determined to be a realistic goal. Present weight is pounds, loss per month

- should be pounds.

Date Signature

APPENDIX A: SAMPLE CORRESPONDENCE FOR WEIGHT CONTROL PROGRAM
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WEIGHT CONTROL PROGRAM

SECOND INDORSEMENT

FROM: Commanding Officer
TO: (Individual Soldier)

You have been determined to be overweight and a goal of pounds of weight loss per
month has been established. Your maximum allowable weight is _ pounds. This should be
attained no later than months from this date. Failure to achieve your maximum
allowable weight could result in separation from the Service.

Date Signature

THIRD INDORSEMENT

FROM: (Individual Soldier)
TO: Commanding Officer

I understand my responsibilities to achieve the maximum allowable weight and to have my
weight recorded periodically or during unit training assemblies (UTA) as applicable.

Date Signature

- (To be used when weight goal is not attained after months)

FOURTH INDORSEMENT

-.'1 FROM: Commanding Officer
TO: MEDDAC (Health Care Personnel)

Present weight, body fat percentage, and medical reevaluation are requested.

Date Signature

APPENDIX A: (Continued)
.4
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WEIGHT CONTROL PROGRAM

------------------------------------------------------------

FIFTH INDORSEMENT

FROM: MEDDAC (Health Care Personnel)
TO: Commanding Of ficer

I have reexamined the individual and found present weight to be pounds, ()which
meets the screening table weight, or which ( ) exceeds the screening table weight. The

*individual's present body fat is percent and present maximum allowable weight is _
* pounds. This individual is ()within percent body fat standard, or C)exceeds percent body

fat standard.

The cause of the overweight condition (is) (is not) due to a pathological medical disorder.

Additional remarks:

Date ________________ Signature ________________

--------------------------------------------

SIXTH INDORSEMENT

FROM: Commanding Officer
TO: Military Personnel Officer

1. The individual has been determined to be in compliance with the provisions of AR
600-9 and is therefore removed from the weight control program effective this date.

2. The individual's current weight is - pounds. Screening table weight is
pounds for present age category. Maximum allowable weight is pounds for
present age category.

* 3. This. correspondence will be retained in the individual's MPRJ for 48 months from this
date.

Date ________________ Signature _______________

* APPENDIX A: (Continued)
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REVIEW DA FORM 2475-2, PERSONNEL DATA - SIDPERS

SUMMARY: Review all SIDPERS transactions submitted for a soldier
during his assignment to the unit.

CONSIDERATIONS: The DA Form 2475-2 is a two-part form:

' Part I (front) contains personal and certification infor-
mation about the soldier (see Figure 1).

. Part II (back) contains SIDPERS input and leave data (see
Figure 2).

ACTIONS: 1. Use Table I to review the front side of DA Form 2475-2.

2. Use Table 2 to review the back side of DA Form 2475-2.

- NOTE: Pencil entries must be converted; typed or
printed in black or blue-black ink, when the soldier is
separated, makes a permanent change of station, or is
dropped from the rolls.

REFERENCES: FM 7-I IBS, Soldier's Manual, 5 Sep 79.

1k .. I- 
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REVIEW DA FORM 2475-2, PERSONNEL DATA - SIDPERS

Block Typed

Number Information Required or Ink Pencil Remarks

Organization (UPC) X Six character code Which identifies unit
-- Unit/Station X Address of soldier's unit (include zip code)
I Name X Last, first, middle
2 SSN X Social Security Number

3 Grade and Pay Grade X
4 Blood Type X I Blood type and RH factor
5 Duty Assignment X
6 Duty Phone Number X
7 Local Address X Home address

Local Phone Number X Home phone number

9 Next of Kin X Name, address, and relationship, of relative to soldier
10 Home of Record X Permanent address

I I Place of Birth X
12 Highest Awards X
13 SQT X MOS, score and date.
14 These should be blank, as they are reserved for future

use by HQDA

15 These should be blank, as they are reserved for future
use by HQDA

16 These are used by local commanders for any infor-
mation they wish to enter

17 -These are used by local commanders for any infor-
mation they wish to enter

- Remarks X Any additional information entered by local com-
manders (e.g., pending personnel actions, separate
rations, etc.).

Commanders or X Commander's grade, name, and initials (handwritten),
Authorized and those of his/her authorized representatives. When

F Representatives one leaves the unit, the entry has a line placed through
it.

TABLE I: DA FORM 2475-2, PERSONNEL DATA - SIIPERS

Part I



REVIEW DA FORM 2475-2, PERSONNEL DATA - SLOPERS

Block Typed
Number Information Required or Ink Pencil Remarks

Name X Soldier's name (last, first, middle)
SSN X Soldier's Social Security Number

Date Year, month, and X Leave blank if action is PDY/OLV or OLV/PDY
Reported day the action

was reported
Action Each SIDPERS trans- X PDY/OLV and OLV/PDY entries should have the DATE
Reported action submitted on REPORTED space left blank, and "NOB SUBM" enter-

the soldier since ed (in pencil) in the appropriate REMARKS space.
his/her assignment NOTE: If the soldier is on leave when a change in duty
to the unit status occurs, make sure the status change from duty

to leave is submitted.
Effective Year, month, and X
Date day the action is

effective
Initials Commander's or X See the front side of the FORM for the person

authorized authorized to initial the entry.
representative's
initials

Cycle/ Number and date X
Date of the cycle
Note I Enter an "X" in X This shows that the entry did or did not process into
P/U either the P the SIDPERS system

(Processed) or
U (Unprocessed)
column

Remarks Any additional X This information concerns the entry on the same line.information ____ __________________________

NOTE: To correct an error in a transaction, draw a line completely through it and enter the correct
transaction on the next line. (See sample correction on Figure 2.)

TABLE 2: DA FORM 2475-2, PERSONNEL DATA - SIDPERS

Part II
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REVIEW PERSONNEL STRENGTH ZERO BALANCE REPORT (PZB)

SUMMARY: Ensure unit strength reporting is zero strength deviation.

CONSIDERATIONS: . The PZB report is produced once a month.

- Part I informs the commander of the reconciliation of
totals of duty status categories on the SIDPERS Organ-
ization Master File (SOMF) and the SIDPERS Personnel
File (SPF).

0 Part II provides the means of reconciling the strength of
a unit on a "by name" basis for each individual assigned
or attached to the unit.

ACTIONS: Use Figure 1 to:

1. Ensure the personnel shown on the report match the
-.- Personnel Data - SIDPERS (PDC - SIDPERS) file for all

assigned and attached personnel.

2. Determine the status of personnel shown on the report
who are NOT actually assigned or attached.

3. Detemine the status of personnel who are assigned or
attached but are NOT shown on the report.

NOTE: When applicable, prepare deletions and change re-
ports in accordance with local policy.

REFERENCES: DA PAM 600-8-1, SIDPERS - Unit Level Procedures, 1 Sep
80.

.. .



REVIEW PERSONNEL STREzNGTHr ZERO BALANCE REPORT (PZB)

CL 00 00 0 0

Do... cc

u <

X z

0< - I.

DD

00

U u u
< <

=5 W

ww

<L -0000 - 0

0 <

00

U- U 0 0
LL Li.

0

-J) o L LJU

0w

0

w

u D

LU LL

.4 __L

Lh ~ . V k . -- f...-.* -. .- ***.* .*. ;X~. % :: *~--.z~.....*o*.--



L....~ £.I..%.Lt'IA. mclk KC Ia n Lr-KU 15ALANL±. KteUR I WI-br3)

L).

*0. 0

< 0

0. U

0 <

D~ 0c . CoC

- 0
<-W -

oo
E.

-LL,-L

< <

w ~ ~ ~ ~ 0 D )%0*-0u
0. 0

() u L- -U Z L

W0L 0

L.u W0 - L 0 < L

C rC-4 -

.~z L. C

0 c~ z00
u 0 u L-V L~*

< - <- 0L -L 2 v)

0 I.. Z

u 0. UJ C
4- Z LL

C V c U

I- 0 LU

U E

<GG c~ ®
-2: W' - 0-m- C

uF- 0 0a



REVIEW PERSONNEL STRENGTH ZERO BALANCE REPORT (PZB)
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* REVIEW PERSONNEL STRENGTH ZERO BALANCE RE-PORT (PZB)
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REVIEW PERSONNEL STRENGTH ZERO BALANCE REPORT (PZB)
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REVIEW PERSONNEL STRENGTH ZERO BALANCE REPORT (PZB)
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REVIEW PERSONNEL STRENGTH ZERO BALANCE REPORT (PZB)
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PREPARE/REVIEW ACCIDENT REPORT (DA FORM 285)

SUMMARY: Investigate the circumstances surrounding the reported
accident, and deter future accidents through preventive
measures.

CONSIDERATIONS: e After an accident occurs, the Accident Report Form is
prepared without delay.

0 * Ensure the required number of copies are prepared in
accordance with local procedures.

ACTIONS: I. Collect relevant information from all persons who were
involved and/or witnessed acccident.

2. Prepare DA Form 285 (Accident Report). See sample at
Figure 1.

3. Use Table 1 to review DA Form 285 (Accident Report)
for accuracy and completeness.

REFERENCES: AR 385-40, Accident Reporting and Records, I Sep 80.

4
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4- PREPARE/REVIEW ACCIDENT REPORT (DA FORM 285)
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PREPARE/REVIEW ACCIDENT REPORT (DA FORM 285)
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PREPARE/REVIEW ACCIDENT REPORT (DA FORM 285)
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PREPARE REVIEW REPLIES TO LETTERS OF INDEBTEDNESS

SUMMARY: Prepare or review replies to creditors pertaining to
complaints of indebtedness.

CONSIDERATIONS: * Creditor's request for assistance must be in compliance

with Federal and State laws.

* Requirements may vary from state to state.

0 Consult the Staff Judge Advocate (SJA) office, if

needed.

ACTIONS: 1. If soldier a cknowledges the debt, see Figure 1 for a
sample reply.

2. If you are unable to assist the creditor, see Figure 2 for
a sample reply.

3. If request for assistance does not have the documents
required by law, see Figure 3 for a sample reply.

REFERENCES: AR 600-15, Indebtedness of Military Personnel, 15 Nov 79.



PREPARE REVIEW REPLIES TO LETTERS OF INDEBTEDNESS

DEPARTMENT OF THE ARMY

(Organization Heading)

(Name and Address of Complainant)

Dear ________

Upon receipt of your letter of (date), I interviewed (Rank and Name) on (date). (He
or she) acknowledges the debt. The abbreviated reply checked below outlines (his or
her) intention regarding payment or settlement.

I. () The debt will be paid in full on (date).

2. () Enclosed is a (check or money order) for $_____

3. () The debt will be paid in monthly installments, including all arrearages.
Enclosed is the first pyent of $ .You should receive
monthly payments of $_ _ not later than the (number) of each
month.

*4. () The debt will be paid in monthly installments, including all arrearages.
First payment will be made on (date). You should receive monthly
payments in the amount of $_ _ not later then the (number) of
each month.

5. () (Rank and Name) is unable to pay the debt in full at this time, but will
pay ____$ per month until the debt is settled. Enclosed is the

first payment. You should receive the monthly payments not later than
* . the (number) of each month.

IR
6. () Other:

I trust this information is of assistance to you.

Sincerely,

A.B. Cee
Captain, Inf

* Commanding

FIGURE 1: SAMPLE REPLY TO CREDITOR



PREPARE REVIEW REPLIES TO LETTERS OF INDEBTEDNESS

DEPARTMENT OF THE ARMY
(Organization Heading)

(Name and Address of Complainant)

Dear________

This is in reply to your letter of (date). I am unable to assist you for the following
reasons:

1. ( ) The information furnished is insufficient to identify the individual. If
you can give me (his or her) full name, social security number, or date
and place of birth, I will try to assist you. When sending the needed
information, return this letter and all enclosures.

2. C) (Rank and Name) is (on leave or temporary duty, or in the hospital), and
is expected to return on or about (date). Upon return, I will interview
(him or her) concerning this alleged indebtedness or financial obligation,
and will write you regarding the outcome of the interview.

3. () (Rank and Name) has been reassigned and your letter has been
* orwarded to (his or her) present commander for appropriate action and

direct reply to you.T~s or her) new address is (name of unit or major
cornmand).

4. () This command has no record of (Rank and Name). You may obtain (his
or her) current military address by writing to commander, U.S. Army
Enlisted Records and Evaluation Center (USAEREC), Fort Benjamin
Harrison, Indiana, 46249. Enclose a check or money order for $2.40
payable to the Treasurer of the United States. Include the member's
full name, rank, social security number, or the date and place of birth,
if social security number i's not known.

5. () (Rank and Name) states that the debt was settled or account brought up
to date on (date). I have personally verified the (canceled check, money
order, or receipt) presented by (him or her).

6. () (Rank and Name) (denies the obligation or disputes the amount of the
debt.) The Department of the Army has no legal authority to requirep
members to pay their private debts. Therefore, your only course of
action is to seek the help of the civil courts to resolve this matter.

7. 1 am unable to assist you until you provide me with the (Current
Balance, Record of Payment, or other).

S.C ) Other:p

I regret that I cannot be of assistance at this time.

S incerely,

A.B. Cee
Captain, Inf
Commanding

FIGURE 2: SAMPLE REPLY TO CREDITOR



PREPARE RVIEW REPLIES TO LETTERS OF INDEBTEDNESS

DEPARTMENT OF THE ARMY
(Organization Heading)

(Name and Address of Complainant)

Dear ________

This is in reply to your request for assistance regarding the alleged indebtedness of
(Rank and Name).

It is the policy of the Department of the Army to assist in the collection of
indebtedness only after there has been compliance by the creditor with the Federal
Reserve Board's Regulation Z (12 CFR 226). This law is emphatic in its specifica-
tions, and in all fairness to the consumer as well as the creditor, the Department of
the Amy must be sure that all phases of the law governing indebtedness have been
executed. A copy of the actual contract, bearing the debtor's signature, togelther
with copies of any correspondence between the creditor and the debtor must be
included. Also, a Certificate of Compliance with the Standards of Fairness and Full
Disclosure must be included with each request for assistance.

Accordingly, your correspondence is being returned for the documentation listed
above. Upon receipt of the documents required by law, I will be happy to assist you.
Please return all the attached documents with your reply.

Sincerely,

A.B. Cee
Captain, Inf
Commanding

FIGURE 3: SAMPLE REPLY TO CREDITOR



PLAN AND MONITOR UNIT PHYSICAL FITNESS PROGRAM

SUMMARY: Plan and monitor unit physical fitness program.

CONSIDERATIONS: * Availability of exercise areas may govern the selection
of activities and type of program that can be adequately
supported.

* Availability of facilities (i.e., gyms, swimming pool,
obstacle course, football and softball fields).

0 Availability of instructors who can instruct and direct
the scheduled activity.

- Time required per week to accomplish the program.

ACTIONS: 1. Select the program(s) appropriate to your unit.

- Preparatory Program

o Newly assigned officers, NCOs, and enlisted
members.

o Soldiers placed on light duty by medical author-
ities.

. Conditioning Program

o Soldiers with passing scores on APRT (average
scores).

• Maintenance Program

o Soldiers in exceptional physical condition
(scored very high in all APRT events).

* Remedial Program

o Soldiers who are overweight or underweight.

o Soldiers who have failed one or more events on
the APRT.

o Soldiers who are on temporary/permanent pro-
files.

o Soldiers who have displayed poor attitudes.

9.



PLAN AND MONITOR UNIT PHYSICAL FITNESS PROGRAM

0 .'ge 40 and Over Physical Fitness Program

o Place soldiers 40 and -over in a separate
workout group.

o Schedule the time and place and activity for
workout.

o Have each individual perform the activity at his
or her own pace.

o Monitor program.

2. Monitor program using principles of Physical Readiness.

* Progression. In the beginning stages, the load must
be moderate. Gradual progression from this low
state physical readiness to a higher state.

0 Overload. To reach the desired level of physical
condition, the physical load must be increased as
strength and endurance increase.

* Balance. An effective program utilizes various
types of activities and provides for development of
strength, endurance, flexibility, and coordination, as
well as basic physical skills.

* V ariety. Some programs fail because the routine
becomes boring. The most successful programs
include conditioning activities, competitive events,
and military physical skills development (see Figure
1).

* Regularity. There is no easy or occasional way to
develop physical readiness. Regularity of exercise
is a must. Daily exercise is preferred.

3. Evaluate physical readiness (APET).

0 Physical Fitness Test will be administered semi-
annually.

* Two tests constitute the Army Physical Readiness
Test (APRT).
0 ryPyia ednsts g 7t 9

o Army Physical Readiness, test age 40 to 60.



PLAN AND MONITOR UNIT PHYSICAL FITNESS PROGRAM

* Test events, age 17 to 39:

o Pushup

o Situp

0 2-mile run

* Combat Standards:

o Soldiers must attain a score of 60 points on
each test event and have a cumulative score of
180 points.

o The current Physical Readiness Test Scorecard
(DA Form 705-R) will be used to record the
scores.

a Test events, age 40 to 60 (see Table 1):

o No soldier will be tested unless he or she has
gone through the prescribed medical screening
(AR 600-9).

o No soldier will be tested until he or she has
participated in a regular physical readiness
training program for at least 3 months.

o The test will be scored on a GO/No GO basis,
with attainment of the required raw score as
the criterion for passing each event.

o The current physical readiness test scorecard
(DA Form 705-R) will be used to record the
scores.

REFERENCES: AR 350-15, The Army Physical Fitness Program, 15 July 82. :
FM 21-20, Physical Readiness Training, 31 Oct 80.
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PLAN AND MONITOR UNIT PHYSICAL FITNESS PROGRAM

TOTAL TIME PER
DAY TIME ACTIVITY ACTIVITIES REMARKS

15 minutes Rifle Drill
Monday 45 minutes 15 minutes Combatives Table 1 Progressive

15 minutes Running Table 2 Activities
minutes Guerrilla Exercises Single""Tuesday 1.5 minutes 15 TablnAutvet. '.Table Activity

Wednesday 50 minutes 50 minutes Volleyball Single
Activity

Circuit-Interval Single
Thursday 15 minutes 15 minutes Crse AivityCourse Activity

15 minutes Fixed StrengthCircuit
I CoditiningDrill

Friday 45 minutes 15 minutes Conditioning DlotatingOne Activities
_-'_ _ 15 minutes Running Table 2

NOTE: Time allotted is actual execution time only. Additional time must be
allotted for preparation and movement of troops, etc.

FIGURE 1: EXAMPLE SCHEDULE OF DAILY PHYSICAL TRAINING ACTIVITY

MALES FEMALES

Age 2-Mile 2-Mile
Groups Pushup Situp Run Pushup Situp Run

40-45 20 25 20:00 10 15 26:00

46-50 20 25 21:00 10 15 27:00

51-55 15 20 22:00 8 10 28:00

56-60 15 20 23:00 8 10 29:00

TABLE 1: TEST EVENTS AGE 40 TO 60

. .. .'-,

. . . . . . .



UNIT MAINTENANCE MANAGEMENT PROGRAM

SUMMARY: Develop and monitor the Unit Maintenance Mangement Pro-
gram.

CONSIDERATIONS: * Organizational Maintenance

o Who: - Using unit

0 Where: - Equipment location
-- Organization maintenance shops

o What: - Preventive maintenance services
-- Inspections
-- Lubrication and cleaning
-- Preserving
-- Tightening
-- Minor adjustment
-- Replacement of components and

assemblies
-- Replacement of piece parts
-- Evacuation of unserviceables

o How: - Diagnosis and isolation of mal-
functions
-- Use of built-in test equipment,

simple go/no go indicators, installed
instrumentation, and external diag-
nostic/fault isolation devices

o Why: -- Sustain materiel readiness

ACTIONS: 1. Use Figure I as a guide to develop the unit maintenance
management program.

2. Use Figure 2 as a guide to monitor the unit mainte-
nance management program.

REFERENCES: FM 43-1 (Test), Organizational Maintenance Manager's Guide,
10 OCT 80.

DA PAM 750-1, Organizational Maintenance Guide for

Leaders, 10 DEC 82.

[°.



UNIT MAINTENANCE MANAGEMENT PROGRAM

FUNCTIONS FACTORS TO CONSIDER

1. Planning a. Identify type and quantity of equipment in the unit.

b. Outline maintenance objectives.

C. Check available resources against maintenance ob-
jectives.

d. Balance maintenance requirements against available
resources.

2. Organizing a. Outline activities required to accomplish mainte-
nance objectives.

b. Sub-divide broad activities into manageable groups
of tasks.

C. Determine the extent of direction necessary to
accomplish maintenance standards.

d. Emphasize the importance of cohesion, flexibility,
and efficiency.

3. Directing a. Assign tasks and responsibilities to sub-units of
Company/Troop/ Battery.

b. Issue timely instructions.

C. Ensure instructions are properly understood.

d. Supervise execution of instructions.

e. Be available for consultation and guidance.

FIGURE 1: COMPONENTS OF UNIT MAINTENANCE MANAGEMENT PROCESS



UNIT MAINTENANCE MANAGEMENT PROGRAM

FUNCTIONS FACTORS TO CONSIDER

4. Coordinating a. Promote cooperation and mutual understanding be-
tween sub-units of the Company/Troop/Battery.

b. Keep personnel informed as to the overall objectives
of the maintenance program.

c. Encourage communication between sub-units of the
Company/Troop/Battery.

d. Synchronize maintenance activities with other re-

quirements of the unit.

5. Controlling a. Keep necessary actions oriented toward accomplish-
,' in'g maintenance objectives.

b. Compare actual results against maintenance stan-
. ,dards.

c. If necessary, take corrective actions to bring per-
formance up to standards.

d. Feed information back into the planning function.

e. Make necessary adjustments to the maintenance
management process.

FIGURE 1: (Continued)
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UNIT MAINTENANCE MANAGEMENT PROGRAM

Elements FACTORS TO CONSIDER

1. Personnel a. Are they trained for the tasks they must perform?

C. Are they used in an effective and efficient manner?

d. Are leaders and supervisors knowledgeable of their
maintenance responsibilities?

e. Do all leaders and supervisors participate in mainte-
* nance activities?

2. Tools a. Does unit have the correct type and quantity to
perform required maintenance?

b. Are they used to perform the job they were designed
to perform?

C. Are they correctly maintained?

3. Facilities a. Are they adequate to handle the workload?

b. Does the layout promote efficiency?

4. Publications a. Does unit have correct type and quantity?

b. Are they used?

5. Records a. Are maintenance standard operating procedures
(SOP) current and implemented?

b. Are all maintenance records correctly maintained?

6. External' Support a. Does unit get assistance from Maintenance Assis-
tance and Instruction Team (MAIT)?

Vb. Does unit get assistance from local DAR.COM Logis-
tic Assistance Office (LAO)?

9* FIGURE 2: COMPONENTS OF UNIT MAINTENANCE PROGRAM



INITIATE FAMILY CARE PLANI

SUMMARY: Initiate dependent care plan for sole parents and married
couples.

CONSIDERATIONS: Dependent care plans are required for:

0 Army members who are married to other service mem-
bers and have:

o Minor dependents (under age 18)

o Handicapped dependents (regardless of age)

* Sole parents or sole guardians who have:

o Minor dependents (under age 18)

o Handicapped dependents (regardless of age)

ACTIONS: 1. Counsel individual (see checklist at Figure 1).

2. Have individual complete the Dependent Care Plan (see
Figure 2).

3. Attach privacy act statement to the Dependent Care
Plan (see Figure 3).

4. Verify Approved Dependent Care Plans:

0 Annually during the soldier's birth month

* Upon reenlistment

* During in-processing when reporting io a new unit

REFERENCES: AR 600-20, Army Command Policy and Procedures, 15 Oct
80.

DA PAM 600-8, Military Personnel Office Management and
Administrative Procedures, I Mar 82.
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INITIATE FAMILY CARE PLAN

GRADE NAME (Last, First, Middle Initial) SSN

*- Privacy Act of 1974. Army directives require military personnel to be counseled regarding their
responsibility to make arrangements for the care and welfare of their dependent(s) in the event they are

. required to perform duties that will preclude them from providing such care. During the course of this
"'y counseling you will be asked to provide certain personal information. The purpose for requesting this
. information is to assist you in planning to meet your responsibilities to your dependent(s) and to the

military, and to determine if there is anything that the Army can do to assist you in meeting these
responsibilities. You are not required to provide personal information. If you choose not to provide
personal information, how- ever, I may not be able to effectively assist you. No use of the information will
be made outside of DoD. My authority for requesting this information is 10 U.S.C. 3012.

You are required to be counseled regarding the following subjects:

I. The necessity for careful planning regarding care of dependent(s) without sacrificing your
military responsibilities. The following points must be considered:
a. Who will care for dependent(s) during duty hours, alerts, field duty, roster duty, and

periods of TDY?

b. Is there adequate housing for your dependent(s) and is it accessible to your duty location?

c. Financial obligations that will accrue for such things as child care, housing, trans-
portation, and emergency needs and how these obligations will be met.

- 2. Services provided by the local Army Community Services regarding financial planning. See
Chapter 4, AR 608-I.

.4 3. Policies governing entitlements to assignment of Government quarters. See Chapter 16, AR
2 10-50.

4. Policies governing entitlements to Basic Allowance for Subsistence, application procedures,
and payment. See Chapter 1, part 3, AR 37-104-3, and Chapter 1, part 3, DoD Military Pay
and Allowances Entitlements Manual.

5. Provisions for applying for concurrent travel of dependent(s) when alerted for oversea
movement. Approved joint domicile applications do not constitute authority to move
dependent(s) to the oversea command at Government expense. Application for dependent
travel must be made in accordance with AR 55-46.

6. The entitlement to Government paid transportation of dependent(s) to the next permanent
duty station. See Chapter 9, AR 37-106, and Chapter 8, volume I, Joint Travel Regulations.

-Transportation allowances for dependent movement will be paid under the following
conditions:

a. If traveling in a PCS status between CONUS permanent duty stations. (Dependents are
not authorized to move to or from TDY stations at Government expense.)

b. If traveling to, from, or between oversea duty stations in PCS status providing tour
length requirements have been satisfied. See Section III, Chapter 1, AR 55-46, regarding
your length requirements to qualify for dependent movement to, from, or between

•~ . oversea areas.

FIGURE 1: DEPENDENT COUNSELING CHECKLIST

-°
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INITIATE FAMILY CARE PLAN

7. The status of "individually sponsored dependents" in the oversea command. See paragraph I-
- 17, AR 55-46.

8. Eligibility requirements for shipment of household goods to next permanent duty station at
Government expense. See Chapter 4, AR 55-71 and Chapter 8, Volume 1, Joint Travel
Regulations.

9. Policies governing reassignment eligibility. All soldiers are expected to serve their fair share
of CONUS and oversea tours. The primary needs of the service provide the basis for
selecting a soldier for reassignment. See paragraph 1-4, AR 614-30 and paragraph l-4b, AR
614-200.

10. Policies governing deletion or deferment from assignment instructions because of personal
reasons. See Chapter 3, AR 614-30 and Chapter 3, AR 614-200.

4,-.
- 11. The content and requirements of Dependent Care Plan and the time frames for processing the

plan. The plan must be submitted early enough so that all commanders in the chain of
command may review it and make final disposition within 6 months of the date of counseling.

12. The provisions of paragraph 1-34c and 1-34d(14), AR 601-280 regarding bars to reenlistment
for failure to provide an adequate Dependent Care Plan or for failure to properly manage
family affairs.

- 13. Provisions governing involuntary separation from service for inability to perform prescribed
duties, repetitive absenteeism, or nonavailability, when directed, for worldwide assignment or
unit deployment because you cannot arrange for the care of dependent(s) during your absence.

See paragraph 5-34, AR 635-200.

".:." *(Signature of Counselor) (Date)

-... STATEMENT OF COUNSELING

,-... I affirm that I have been counseled on all items of the Dependent Counseling Checklist and that I
S--- understand my responsibilities. I further understand that if I do not provide an adequate Dependent Care

Plan I will be barred fi om reenlisting for further service.

(Signature of Member) (Date)

DISTRIBUTION:

I copy MPRJ
I copy indiv
I copy unit file
I copy approving auth

FIGURE 1: (Continued)
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INITIATE FAMILY CARE PLAN

DISPOSITION FORM S: 1 Aug 19
Fot use of this fom% so* AR 340.15. tke proponent ogency Is TAGCEN.

REFERENCE OR OFFICE SYmOOL SuBJECT

RCWV-X Dependent Care Plan

TO PFC John J. Jones FROM Commander DATE I May 19 CMT1
000-00-0000 Co 3, ist Inf Bn CPT Smith/jj/607-6666
3d Platoon

Request that you complete, date, and sign all copies of Comment 2 and the enclosed
Dependent Care Plan form. Return the original and 2 copies of all documents to this
office not later than (3 months after the date of counseling).

*2 Incl BENNIE J. SMITH
1. Dependent Care Plan Captain, Inf
2. Counseling Checklist Commanding

RXWTVP-3P (1 Jan__)

TO Commander FROM PFC John J. Jones DATE I August 19 CMF 2
Co B, 1st Inf Bn 3d Platoon

My Dependent Care Plan has been completed as directed and is inclosed.

I am unable to make the arrangements as required by the inclosed Dependent Care
Plan f orm.

I Incl JOHN J. JONES
wd incl 1 000-00-0000

3d Platoon

RCWV-X (I Jan-)

TO Commander FROM Commander DATE 5 August 19 CMF 3
1st Inf Bn Co B, Ist Inf Bn CPT Smith/jj/607-6666

Recommend approval Recommend disapproval

I Incl BENNIE J. SMITH
nc Captain, Inf

Commanding

FORM REPLACcS 00 FORM 96, WHICH IS OBSOLETE. SG.. 76,7/1 o.D IFE116:2 9 ,4 U.S. G.P.O. 1976-66569 /018
LI' FIGURE 2: DEPENDENT CARE PLAN

-* - .- *,*. ~ .* ~ * *. ... -* - * -, -. - ~ . . . . . . . . .* .



INITIATE FAMILY CARE PLAN

I. I affirm that I have made arrangements and will maintain arrangements for the
care of my dependent(s) under the following circumstances-

Duty hours Exercises
Alerts TDY
Other duty requirements beyond duty hours (e.g., CQ and guard)

I understand that it is my responsibility to report for duty as required, without my
dependents.

(Initials)

2. Under the following circumstances, the designated person(s) will care for my
dependent(s).

If assigned overseas (unaccompanied or concurrent travel not authorized for
dependents). See note I.

-- ,

(Dependent(s) in care of) (Address)

If deployed overseas on short notice. See note 1.

(Dependent(s) in care of) (Address)

If evacuation becomes necessary, I have appointed an escort to accompany my
dependents. See note 2.

(Dependent(s) in care of) (Address)

If dependents are evacuated by escort, I have appointed a person to assume
control after arrival at designation. See note 2.

(Dependent(s) in care of) (Address)

3. I have provided power of attorney and medical release to each of the persons
named in paragraph 2 above.

(Initials)

* FIGURE 2: (Continued)
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INITIATE FAMILY CARE PLAN

4. 1 understand that I am subject to deployment on short notice and that I will be
guaranteed no special privileges based on my dependent(s).

(Initials)

5. 1 understand that nonavailability when directed for worldwide assignment and
unit deployment may constitute grounds for separation from the service.

(Initials)

6. 1 understand that if these arrangements for the care of my dependents fail to
work, this would not be a valid excuse for absence from prescribed duties, unit
deployment, or reassignment.

(Initials)

7. I understand that it is my responsibility to revise this plan if circumstances
change which require a change in dependent care arrangements, to revise or
verify it yearly at a minimum, and to revise or verify it upon extension of
enlistment or upon reassignment.

(Initials)

8. I understand that that I may be subject to action pursuant to the Uniform Code
of Military Justice if the facts reflected in this statement are not accurate.

(Initials)

(Signature of Member)

I have read my spouse's plan and concur. My Dependent Care Plan reflects the same
arrangements for the care of our dependents.

(Typed Name of Spouse) (Signature of Spouse)

(Social Security Number of Spouse)

FIGURE 2: (Continued)



INITIATE FAMILY CARE PLAN

Statement(s) of designated guardians(s);

(The statements below may be signed by 4 different people or they may all be signed
by the same person, as applicable.)

I have agreed to accept responsibility for the dependent(s) of
if he/she is assigned overseas and cannot be

accompanied by dependent(s).

"- (Signature)

I have agreed to accept responsibility for the "dependent(s) of
if he/she is deployed overseas on short hotice.

(Signature)

I have agreed to accept responsibility for accompanying the dependent(s) of
as an escort, if evacuation from an oversea area

becomes necessary.

(Signature)

I have agreed to accept responsibility for the dependent(s) of
after they have arrived at their destination, if

evacuation from an oversea area becomes necessary.

(Signature)

Note 1: For those personnel already overseas complete these items. The next
assignment may be to another oversea area.

Note 2: For personnel assigned in CONUS, enter NA. These items must be
completed upon arrival in the oversea command.

FIGURE 2: (Continued)
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INITIATE FAMILY CARE PLAN

Privacy Act of 1974. A privacy act statement is required on all dependent care
plans. A statement essentially as follows fulfills the requirement.

"DATA REQUIRED BY THE PRIVACY ACT-
AUTHORITY: TITLE 10, USC 3012, 8012, AND 5031.

PRINCIPAL PURPOSE(S): TO DOCUMENT SOLDIER'S CONTINGENCY PLANS
FOR THE CARE AND WELFARE OF DEPENDENTS IN THE EVENT OF FAMILY

'4

SEPARATION BECAUSE OF MILITARY REQUIREMENTS.

ROUTINE USES:

1. TO PROVIDE COMMANDERS WHO HAVE SPECIAL OR GENERAL COURT-
MARTIAL AUTHORITY, AS APPROPRIATE, WITH THE DATA REQUIRED TO
MAKE DISPOSITION OF DEPENDENT CARE PLANS.

2. TO PROVIDE THE APPROPRIATE COMMANDER WITH A DOCUMENT TO
REFER TO FOR INFORMATION WHEN THERE IS A CONFLICT BETWEEN
SOLDIER'S RESPONSIBILITIES TO THE MILITARY AND SOLDIER'S

J RESPONSIBILITIES FOR THE CARE AND WELFARE OF DEPENDENTS.

3. TO ENSURE AS FAR AS POSSIBLE THAT DEPENDENTS ARE ADEQUATELY
PROVIDED FOR WHILE SOLDIER IS PERFORMING REQUIRED DUTIES OR
DURING FAMILY SEPARATIONS.

DISCLOSURE OF REQUESTED INFORMATION IS VOLUNTARY. HOWEVER, IF
NOT PROVIDED, THE SOLDIER WILL BE BARRED FROM REENLISTING FOR
FURTHER SERVICE."

FIGURE 3: PRIVACY ACT STATEMENT
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ALCOHOL AND DRUG ABUSE PREVENTION AND CONTROL PROGRAM (ADAPCP)

SUMMARY: Establish and monitor unit program on alcohol and drug
abuse.

CONSIDERATIONS: The objectives of the Alcohol and Drug Abuse Program are:

" Prevention and education

. Method of identification

. Interviewing and referral

" Rehabilitation.

* ACTIONS: Use accompanying chart as a guide to establish and monitor
the unit Alcohol and Drug Abuse Program.

"ri

REFERENCES: AR 600-85, Alcohol and Drug Abuse Prevention and Control
Program, I DEC 81.

del
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ALCOHOL AND DRUG ABUSE PREVENTION AND CONTROL PROGRAM (ADAPCP)

S UNIT
" PERSONNEL

a/

E
COORDINATORNEI

(ADC)NCO

.90

. ,,INITIAL
. ',SCREENING

RESPONSIBILITIES RESPONSIBILITIES

I. Develop, coordinate, and/or deliver in- 1. Deter alcohol and other drug abuse.
formed preventive education and train- 2. Ensure that effective alcohol and drug
ing within the unit. abuse prevention education is provided

2. Assist with in-briefing all new personnel at all levels.
regarding Army policy related to alcohol 3. Ensure that adequate resources and
and other drug abuse and functions and facilities are provided to successfully
services designed to combat alcohol and and effectively accomplish the
other drug abuse. ADAPCP mission.

3. Coordinate the urinalysis testing pro- 4. Identify alcohol and 6ther drug abusers
gram. as early as possible.

4. Keep the commander informed of the 5. Interview them and inform them of the
status of the ADAPCP and of the trends evidence.
in alcohol and other drug abuse in the
unit. 6. Advise them of their rights under

Article 31 UCM3.
3. Maintain liaison with the servicing CCC

(or medical unit in combat). 7. Explain the provisions of the exemption

6. Perform other, administrative functions policy.

related to the ADAPCP. 8. Restore both military and civilian
employee alcohol and other drug
abusers to effective duty. Or, identify
rehabilitation failures for separation
from Government services.

9. Provide for program evaluation.



ESTABLISH AND MONITOR UNIT NBC PROGRAM

SUMMARY: Establish and monitor a unit NBC program.

ICONSIDERATIONS: Objectives of a sound unit NBC program are:

* To fight and win in an NBC environment.

* To reduce the impact of enemy employment of NBC
weapons.

* To successfully conduct sustained combat operations

under NBC conditions.

ACTIONS: 1. Establish and organize the unit NBC program (see
Figure 1).

2. Monitor the unit NBC program (see Figure 2).

REFERENCES: FM 21-40, NBC (Nuclear, Biological, and Chemical Defense),
OCT 77.



ESTABLISH AND MONITOR UNIT NBC PROGRAM

UNIT PERSONNEL DUTIES

A. Commanders 1. Appoint, organize, and train NBC defense
team/personnel JAW regulations.

0 One school-trained officer and two school-
trained NCOs. (One NCO will serve as the
NCOIC of the decontamination team, as well as
assist the officer. and other NCOs in the per-
formance of their duties.)

0 Two survey monitoring teams for each detector
kit, radiac meters, radiac sets, and other detec-tion devices. (One team will be designated

primary and the other alternate.)

. One decontamination team, consisting of one
school-trained NBC defense team NCO desig-
nated as NCOIC, one or more of the
survey/monitoring teams, and as a minimum,
six other enlisted personnel.

2. Ensure authorized amounts of NBC defense equip-
ment are on hand and used regularly in training.

3. Develop a program for integration of NBC defense
training into mission training.

4. Develop a method for evaluation of individual, and
unit proficiency during mission training in a sim-
ulated NBC environment.

5. Develop a unit NBC SOP IAW regulations.

B. Unit NBC Defense 1. Coordinate the unit's NBC defense activities.
Officers and NCOs

2. Prepare and present NBC defense instruction to
achieve the standards of proficiency for the unit and
the individuals of the unit.

3. Provide technical assistance to their Commanders
on NBC defense training and operations.

FIGURE 1: ELEMENTS OF UNIT NBC PROGRAM
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ESTABLISH AND MONITOR UNIT NBC PROGRAM

UNIT PERSONNEL DUTIES

B. (Continued) 4. Plan and supervise the defense training aspects of
operational training exercises and maneuvers.

5. Prepare or supervise the preparation of the NBC
defense annex to SOP.

6. Supervise the operation and maintenance of NBC
material.

7. Estimate radioactivity decay, total dose, and
optimum time of exit from radiologically contam-
inated areas.

S. Plan NBC reconnaissance and advise Commanders
on the best routes to use in crossing or bypassing the
NBC decontaminated area.

9. Prepare both detailed fallout predictions and
simplified predictions.

10. Maintain records of unit radiation exposure.

11. Estimate downwind hazards from chemical attacks.

12. Report NBC attack data to higher headquarters
quickly and accurately, using the NBC warning and
reporting system.

13. Analyze the vulnerability of the unit to NBC attack.

14. Evaluate individual and unit competence in NBC
defense and advise the Commander on the unit's
ability to survive and to continue 'operation in an
NBC environment.

13. Advise Commander on the effects of the NBC
environment on the unit's ability to carry out partic-

4., ular aspects of its primary mission.

16. Train the unit teams required by the NBC defense
annex of the unit SOP.

9' FIGURE 1: (Continued)



ESTABLISH AND MONITOR UNIT NBC PROGRAM

UNIT PERSONNEL DUTIES

C. NBC Survey/ 1. Recognize n~uclear and chemical attacks and fully
Monitor Team understand unit procedures for implementing warn-

ing procedures.

2. Detect chemical agents and radiological hazards.

3. Operate and maintain NBC defensive equipment
that is applicable to the task.

4. Conduct chemical reconnaissance and radiological
-~ surveys.

5. Monitor personnel, food, drinking water, and unit
equipment for NBC contamination and determine

competeessof decontamination.

6. Collect samples of specified biological contamin-
ation and forward as directed.

7. Mark NBC contamination areas with standard mark-.
ing signs.

8. Provide raw data for NBC reports

D. Decontamination 1. Establish and operate a personnel decontamination
Team station.

2. Take action where possible to avoid spreading con-
tamination.

3. Operate and maintain assigned decontamination
equipment.

4. Perform necessary decontamination of supplies,
equipment, and area for which they are responsible
in the performance of their primaryduties.

FIGURE 1: (Continued)



ESTABLISH AND MONITOR UNIT NBC PROGRAM

UNIT PERSONNEL DUTIES

E. Indi-..dual 1. Demonstrate specific actions required of him by his
unit's SOP for maintaining operational efficiency
during and after an NBC attack.

2. Be familiar with the effects of nuclear, chemical,
and biological weapons.

3. Be familiar with the principles of collective protec-
tion.

4. Recognize NBC alarms and signals.

5. Properly use individual NBC protective equipment
and maintain it in a high state of serviceability.

6. Recognize nuclear and chemical attacks and take
protective actions.

7. Take protective measures against the initial effects
of a nuclear burst.

9 . Be familiar with the use of radiation dosimeters and
the~ principles ofrdainexposure cnrl

9. Recognize the existence of a chemical hazard and
indications of a biological attack and take protec-
tive actions.

S.10. Properly don, seat, clear, and check his protective
mask within 9 seconds; pull the hood over the head
and shoulders, zip the hood and adjust the draw
strings within an additional 6 seconds.

11. Recognize all standard marking signs that indicate
NBC contaminated areas.

12. Demonstrate procedures for minimizing the danger
to himself while crossing or bypassing NBC contam-
inated areas.

%. .

13. Properly put on his protective clothing and be
.4 familiar with procedures for performing his assigned

tasks and for relieving himself while wearing the
____________________clothing.

FIGURE 1: (Continued)
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ESTABLISH AND MONITOR UNIT NBC PROGRAM

UNIT PERSONNEL DUTIES

E. (Continued) 14.* Demonstrate prfiiec in p frmin his primar

military duty, to include the use of individual and
crew-served weapons, while wearing NBC protective
clothing and equipment continuously for 24 hours.

15. Perform self-aid and first-aid to include artificial
respiration and use special treatment items issued
to him, such as the nerve agent antidote injector.

16. Recognize or detect chemical agent contamination
and perform simple decontamination of h~s person,
clothing, personal equipment, individual weapon and
position, vehicle, and crew-served weapon.

17. Practice a high order of health, personal hygiene,
and sanitation discipline as a protective measure
against the spread of disease following a biological
attack.

19. Properly remove his protective clothing according
to the undressing procedures outlined in unit SOP or
other directives.

FIGURE 1: (Continued)
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ESTABLISH AND MONITOR UNIT NBC PROGRAM
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FRATERNIZATION AND SEXUAL HARASSMENT PROGRAM

SUMMARY: Establish and monitor unit program on fraternization and
sexual harassment.

CONSIDERATIONS: The objective of the Fraternization and Sexual Harassment
Program is to prevent:

0 Actual or perceived partiality or unfairness.

. Improper use of rank or position for personal gain.

. Effects on discipline, authority, and morale.

ACTIONS: 1. Use Figure 1 as a guide to educate soldiers on frater-

nization.

2. Use Figure 2 as a guide to educate soldiers on sexual
harassment and preventive measures.

REFERENCES: AR 600-20, Army Command Policy and Procedures, Oct 80.

-, DA PAM 360-859, Commanders Call, Sexual Harassment,
Feb-Mar 81.



FRATERNIZATION AND SEXUAL HARASSMENT PROGRAM

A. Fraternization

1. Improper superior-subordinate relationships between male or female officers,
noncommissioned officers, enlisted personnel can lead to:

*Subordinates taking advantage of "ground rules" to implement "pet" solutions,
those contrary to the best interest of the organization.

*Subordinates learning weaknesses of leader; may not respect him/her as much;
may lose confidence in him/her.

*Subordinates being harder to discipline because you will be "friends" or you will
be perceived as "permissive."

*Your feeling toward some subordinates being biased - perhaps to the point where
you unknowingly discriminate against others.

9 Subordinates using their knowledge of you (perhaps they found out that you once
-~ had to bend the rules) to "blackmail" you for favors or to get out- of undesirable

assignments.

B. Example of Male or Female Superior-Subordinate Relationships That Are Prohibited

e Joking around with troops.

* Horseplaying with the troops.

e First name basis.

* Drinking buddies.

e Swap "dirty" stories.

* Complain about Army together.
9 Share previous experiences.

* Lending or borrowing money from the troops.

C. Simple Rules When Dealing With Soldiers of The Opposite Sex

* Provide equal opporz unity and treatment for both male and female soldiers.

* Require and enforce equal standards of appearance and performance for both
male and female soldiers.

* Ensure male and female soldiers are rated as compared to all soldiers.

* Utilize the same criteria when placing male and female soldiers on duty rosters.

. Ensure that male and female soldiers of equal rank are delegated equal authority
commensurate with their rank and receive equal opportunity to fully
demonstrate their capabilities.

e Conduct personal or performance counseling in an open area or with an impartial
witness.

* Don't fraternize with members of the opposite sex after duty hours.
A* Initiate prompt action to investigate any reports of harassment, favoritism

and/or discrimination.

FIGURE 1: FRATERNIZATION CHECKLIST
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FRATERNIZATION AND SEXUAL HARASSMENT PROGRAM

TYPE OF SEXUAL HARASSMENT

A. Verbal

*Profanity.

*Not addressing members of the opposite sex by rank or last name.
*Unsolicited personal chats with sexual overtones.

9 Questioning members of the opposite sex about their personal (sexual) lives.
* Wearing T-shirts with sexual language or action printed on them.
* Medical facilities which require male or female patients to describe their

medical problem in front of members of the opposite sex.
B. Improper Sexual Contact

*Attempting to kiss a member of the opposite sex or pinching or patting them.
.Grabbing a member of the opposite sex by the arm, pulling them close or into

a sitting position on your lap.
*Lacking respect for the personal space of the opposite sex.
*Standing much closer when talking to a member of the opposite sex.

* Attempting to "corner" a member of the opposite sex.
* Arranging for conversations with members of the opposite sex in confined

areas or places where others are not present.
C. Indecent Actions or Gestures

9 Lowering their trousers to, tuck in their shirts in the presence of members of
the opposite sex.

e Knocking on or trying to look through the windows of billets housing members
of the opposite sex.

* Accidentally walking into rooms, latrines, or showers used by members of the
opposite sex.

D. Coercion

* Take advantage of position as a superior to coerce favors or improprieties
from subordinates.

*FIGURE 2: SEXUAL HARRASSMENT (TYPES AND PREVENTIVE MEASURES)
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FRATERNIZATION AND SEXUAL HARASSMENT PROGRAM

PREVENTIVE MEASURES

1. Leaders

* Visit work areas.

-* * Enforce unit standards after duty hours.

e Educate and inform all soldiers (male and female) in unit about sexual
harassment.

. Determine if soldiers (male and female) use post recreational facilities.

* Take action on complaints:
- Investigate
- Process
- Disciplinary action

2. Male Soldiers

9 Act as motivated, competent, professional soldier at all times.

e Pull your share of the load.

* Assertive action will establish a firm understanding among co-workers.
* Use common sense in wearing provocative clothing in public.

* . Do not allow female soldiers to put their hands or arms around your shoulder
while talking to you.

* Be aware of what you say.

- If in charge, be aware of what subordinates are saying.

_ Watch what you do with your hands in the presence of females.

* "S . Address females by rank or last name.

* Report sexual harassment:
- Persist in reporting complaint.

3. Female Soldiers

. Act as motivated, competent, professional soldier at all times.

e Pull your share of the load.

* Assertive action will establish a firm understanding among co-workers.

* Use common sense in wearing provocative clothing in public.

. Do not allow men to put their hands or arms around your shoulder while
-. talking to you..

_ Be aware of what you say.
.. * If in charge, be aware of what subordinates are saying.

' Watch what you do with your hands in the presence of males.

- Address males by rank or last name.

e Report sexual harassment
,.' - Persist in reporting complaint

FIGURE 2: (Continued)
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ANNOTATED INDEX OF 308 AIDS

su5"ECT PAGE SUB3ECT PAGE

ABSENT WITHOUT LEAVE (AW.) DAMAGE OR DESTRUCTION TO PROPERTY
11atieltManlto" Administrative AWOL Actions See Reports of Survey

initiate/monitor administrative ,ction on AWOL
soldiers. DA FORM 5

See Duty Roster
.. ADMINISTRATIVE ELIMINATION

MEnsre Administrative Elimination Proceedings Are DECORATIONS
Corrct Followed See Awards and Decorations
Determine whether separation is justified, process
recommendations from Commander. DETA RS

",* "' See Duty Roster

ADVANCEPARTY
See Training DETAINMENT

See Disciplinary Actions; Legal Rights

- .ALCOHOL AND DRUG ABUSE
Alcohol and Drult Abuse Prevention and Control Program DISCIPLNARY ACTIONS

Recommend Pretrial Confinement to Commander
, '-'".."ih and monitor unit program on alcohol and Determine if pretrial confinement is warranted to

drug I . ensure an accused soldier's presence at trial, or tou & ensure the safety of others during the pretrial period.

AMMUNITION
See Inspections Review of DA Form 268 (Report for Suspension of

Favorable Personnel Actions)

ARMS AND ARMOR Correctly complete initial, interim, and final reports
- See Inspections using DA Form 255.

ARMY TRAINING AND EVALUATION PROGRAM Monitor Administrative Preparation of Record of
"' "' *See Training Proceedings Under Article l. UCM3

monitor proper and timely preparation of all necessary

ARTICLE 13 forms and transmittal letters for Article 1Ls. Make
See Disciplinary Actions necessary recommendations regarding legality of pun-

ishments. Monitor distribution and filing of forms and

ASSETS letters.

See ersnne AsetsRecommend Mppolrate Disciplinary Action to
AWARDS AND DECORATIONS Commander (Judicia. Non-ludicial. Non-punitive)

Monitor Awards and Decorations Program for EIIisted Investigate alleged violation or misconduct, determine
Personnel severity of violation or misconduct, recommend dis-

Mo procedures for determining eligibility of per- ciplinary action.
sonnel, preparing and submitting recommendations,
and presenting awards and decorations. DISPLACEMENT

See Training
ASe Absent without Leave (AWOL) DROP FROM ROLLS

See Administrative Elimination; Absent Without Leave

BIVOUACS (AWOL)
See Training DUTY ROSTER

CASH COLLECTION VOUCHERS Maintain A D Roster (DA Form
See Reports of Survey Use the duty roster (DA Form ()to select personnel

, ,_ ,.for duty details.

COMBAT READINESS
See Equipment Readiness DUTY STATUS

See Personnel Actions

COMBAT TRAINING
See Training EARNINGS

See Pay Inquiries
COMMON SKILLS MANUALS (CSM)

See Training ELIMINATION, ADMINISTJATIVE
See Administrative Elimination

COMMON TASK TEST (CTT)
See Training ENLISTED EVALUATION REPORT (EIR

See Evaluations

COMMUNICATIONS SECURITY (COMSEC)
See Security. • Reiew Euipmet Re Status

CO .INEENI7 Use DA Form 2406, Materia Readiness Report to

See Disciplinary Actions determine unit's equipment readiness status.

COUNSE ING, MILITARY PERSONNEL EVALUATIONS
MiitaryPersonel Review EM for Acuac, and Compl~enue

-,sre that soldiers receive appropriate and adequate Correctly process and review EE.s.
counse .ling. M SAT IO

COURT5-ARTIAL See Training

See Disciplinary Actions; Manual for Courts-Martill(MCM) FIELDTRAI ING
*bI e *, (MCMSee Training

COVER AND DECEPTION, TACTICAL
See Training FIANCE

5,.",: See Pay Inquiries
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* ANNOTATED INDEX OF 308 AIDS

SUBJECT PACE SUBJECT PAGE

GOENMN ROET PAY INQUIRIESSao Reports of Survey AnwrakInure rmSa eMnw

INSPETION, ~ CRITYPERSONAL PROSLEMS
imaTOS PHSCLSCRT See Counseling

Determine adequacy of security measures, Inspect for PERSONNEL ACTIONS
compliance, and monitor/supervise security education Preoaraionof Peonl Action (DA Form 4 187)
activities. Us DA Fom 17 to: UI) report duty status changes

which Impact on pay entitlements, and (2) recommend
INVENTORIES approval or disapproval of requests for various person-

*See Personnel Assets nel actions.

KEYS AND LOCKS.' Initiate Family Care Plan
*See Security Initiate dependent care plan for sole parents and

LEAVE AND EARNING.S STATEMENT mridculs
See Pay Inquiries Revie AFr 2 Personnel Data - SIDPERS

R:vieZ al SlPES transactions submitted for a
LEGAL RIGHTS soldier during his assignment to the unit.

Protect the Rirhts of An Accused or SscedIndividual.
Determine Probable Cause for Search and Seizure* PERSONNEL ASSETS

Preser-v-ean a-ccused/suspected service member's (SM) Conduct Personnel Asset Invetor CPAD with
fundamental rights during apprehension, questioning, CoMMAnde
and search and seizure PTrepare all necessary forms and reports, coordinate

muster formation, compare personnel data on forms
See also Disciplinary Actions; Manual for Courts-Martial with actual personnel status at formation, complete

and fle DA Form 3986.
LETTERS OF INDEBTEDN4ESS

PpeeReview Rple to Lettrsof Indebtedness PHYSICAL SECURITY
Prepare or reviewhreplies tcreditors pertaining to See Inspections
complaints of Indebtedness.

PREVENTIVE MAINTENANCE
LOCKS AND KEYS See Maintenance

See Security
PROPERTY LOSS OR DAMAGE

MAINTENANCE See Reports of Survey
Snot Check Vehicles for Preventive, Maintenance
indictor READINESS

quickly determine the general condition of vehicles See Equipment Readiness; Maintenance

Unit Maintenance Management PormRECLASSIFICATION4
Develop and monitor the unit mamintenance manage- See MOS Reclassification
ment program.

RELOCATION
MANUAL FOR COURTS-MARTIAL (MCM) See Training

Reerhthe Manual for Courts-Martial (MCM)
* octeneeded information in the Manua&l Tor Courts- REPORTS OF SURVEY

Martia" Make Recommendations RegriaRpr of Survey,

*MESS OPERATIONS Determine appropriate procedures to repay the
*~~~~~~ Evlaeffciees. ro Men Facility Government for the loss, damage, or destruction of

Monitor and evaluate the effectiveness of troop mess Government property.
facility.

SAFETY
MOS TM~si~nr Enforce Trainin SafetyRamiements

RecmmndPeronelfor M Reclaslfctin Identify and enforce requirements that enstu safety
Process recommenditions from igher HIQ, dezermine in training.
whether reclassification Is justified, recommend re-
classification. PEW9reRvlW Accidt R Form F n. 3

investigate V1he circumstances surrounding the
MOVEMENT reported accident, and pr event future accidents

* See Trainin through preventive-measures

*N4=5 SANITATION

Prepare, conduct and control NCO calls to obtain SeTann
useful feedach ander assist In the professional devel- SEARCH AND SEMURE

*opment of NCO& See Legal Rights

Hatalis Lb Issone COM DoelomemSECURITY

tytraining needs, tann ois n eeecs9 -Ua OW~cw 10
frNOprofessional trainbWing.had tpevu tov

enemy from obtaining rmation fts teleao-
off-TIE-30B BXPIRUNG (CME mW^etNm activl

ACI~L o ak ai atrilstoAeN enhance te Keande &g
Wsta 033 pregraum MoiorEu"W toe 11"e Ol cntred of e

OPIRATM NORDWh IORO ad c

60 fmits Orn IWn
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ANNOTATED INDEX OF 301 AIDS

SUBJECT PACE SUB3ECT PAGE

, SECURITY (Continued) TRAINING (Continued)
Supervise Local Area Security (Defensive Oerations) Units

Supervise the planning and conduct of defensive opera- Conduct Evalualion and Critique of Unit TrLak
tions. Conduct an evaluation and critique of a unit's indivld-

See also Inspections ual and/or collective training.

SERVICES, SOLDIER SUPPORT Coordinate Unit Training
See Counseling Determine training needs, coordinate with other

agencies/offices to prepare for training.
,,.'-_. .' SK LLQUALIFICATIONTET(l"

See Training Fraternization and Sexual Harassment Pro"am
Establish and monitor unit program on fraternIzat

SOLDIER'S MANUAL (SM) and sexual harrassment.
See Training Establish and Monitor Unit NBC Program

SOLDIER SUPPORT SERVICES Establish and monitor a unit NBC program.
See Counseling

Plan and Monitor Unit P Fitness Proum
SOP Plan and monitor unit physical fitness program.

See Standard Operating Procedure TRAINING .SAIETY

SQT See Safety
See Training TRAINS AREA

STANDARD OPERATING PROCEDURE (SOP) See Unit Trains Area
Maintain Unit SOP

Check that SOP is useful, complete, and accurate. TROOP MESS
Post and insert recommended changes from higher HQ. See Mess Operations
Submit recommendations for SOP changes from unit
level to battalion. UNIFORM CODE OF MILITARY 3USTICE (UCM3)

See Disciplinary Actions;, Legal Rights; Manual for
STATEMENT OF CHARGES Courts-Martial

See Reports of Survey• UNIT CAPABILITIES

SUPPLY OPERATIONS See Operations Orders (OPORDs)
Monitor Supply Opertins"

Monitor acquisition, storage, and issue of operational UNIT MANNING REPORT (UMR)
supplies and equipment. Review/Correct UniMhaiMin Repor (UMR)

Compare new UMR with previous edition; submit
TACTICAL COVER AND DECEPTION changes/corrections to next higher headquarters

See Training UlIrSOP

TOE/TDA See Standard Operating Procedure
" ." • Provide Input to COaes of Tables of Organization and

Eaui t TO1) and ables o istribution am UNIT TRAINING
Allowances (TDA) See Training
Make TOF./TDA change recommendations to the Com-
mander. UNIT TRAINS AREA

Ort anize/Supervise the Unit Trains Area
TRAININGs Organize company trains area to ensure that the trains

'. Generals can perform their mision, provide their own limited
Instruct NCOs an Relatlde r's Manuas security and maintain tactical discipline.

ARTEL an th Svil Evaluation !S ram
Deine M, QT, C5M.CTTARTE, and ARTEP FTX. VEHICLES
Outline how they interact. See Maintenance

Field: WEAPONS

Direct Coordination and Preparation of Advance/ See Inspections

coordinate and prepare advance/quartering party. WEIGHT CONTROL

Implement Tactical Cover and Deception Plans E l oor unit weight control program.
Supervise tactical cover and deception plans.

ZERO BALANCE
"""SDp-e Unit from One Location to fnoer by Road Review Personnel Stiene Zero Balance Ren Pz

",'' Plan and supervise unit displacement by convoy. Ensure unit strength reporting is zero strength
deviation.

Plan and Implement Field Sanittion Activities
Ensure practical measires are implemented to pre-
serve health and prevent disee.

&"_Vsl Preareton of Bouac AM
Supervis reconnissance, planning. and occupation of
a bivouac area.

Individual. Moitor Unit SOT and CTr' Study Pcn
Monitor am conduct of SolderMnual Task and- Common Task Training for the Skill Qualification Test

and Common Task Test.

*1; .J
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ANNOTATED INDEX OF REFERENCES USED IN DEVELOpING 308 AIDS

SU113ECT 306 AID SU53ECT 305 AID

*ABSENCES - PERMITTED ARMS AND AMMUNITION (Continued)

AR M 4M Pabeg dmnitrtie bsnc. ndTM 9-1300-200 Ammunition. Genei-al cesf
PW M- governing authorized absence and conditions ication, and physical characteristics of conventional
governing entitlement to absence. Leave accrual, ammunition.
computation, authorization, extension, and changes in
status. Special types of leave, pases, permissive See also Security.
TOY. and holidays.

ASSIGNMENTS
*ABSENCES - NONPERMITTED See Personnel Selection

AR IWO-P Millaav Absentee and Deserter AsoehESblon
F;;;m-mAWARDS

Frowes policies and procedures for apprehension of ARl 672-3-1. Miltary Awards
Army absentees and deserters and their prompt return Provides policy, criteria, and administrative instruc-
to military control. Contains guidance for use of FBI, tions concerning individual and unit Military awards.
National Crime Information Center, to expedite
apprehension of deserters. ARl 6724%0 Expert Field Medical §adie Test

Prescribes purpose, eligibility requirements, and pro-
AR 630-10. Absence Withot Leave and Desertion cedures for testing and awarding the Expert Field

Provides guidance for determining absent without Medical Badge (EFMB).
leave or desertion status. Defines procedures for
administration of persons in such status. Gives in- BANDS
structions for starting apprehension efforts. Describes See Army bands
administrative actions for members returning to mili-
tary control. BATTALION TRAINING MANAGEMENT SYSTEM (BTMS)

See Training Management
ACCIDENTS

* AR 31.0 c~etRgrisadRcrsCAREER MANAGEMENT FIELDS (CM?)
* Proidesprocedure an equirements for Investi- See Personnel Selection

* gating. reporting, and recording of Army accidents and
aircraft mishaps. CAMOUFLAGE

* ACCOUNTABILITY Poie areference and guide in all aspects of
See Supply - Unit camouflage. Describes principles involved in conceal-

N ing or disguising troops, vehicles, weapons, and field
ACCOUNTING, PERSONNEL installations. Discusses planning for and operation of

See Personnel Management decoys and decoy installations.

*ADMINISTRATION CASUALTIES
See Personnel Manaement See Personnel Management

ADMINISTRATIVE ABSENCES CERNE
See Absences - Permitted See Security

ALCOHOL ABUSE CLOTHIING
See Health and Welfare See Supply - Individual

APPOINTMENTS COLD WEATHER TRAINING
See Personnel Selection See Training, Field

ARMED FORCES ENTRANCE AND EXAMINING COMBINED ARMS
% TATX)NS See Training, Field

See Personnel Selection - Recruitiv g and Reenlistment
COMMANDERS CALL

ARMOR OPERATIONS DA PAM 360-IS. Cormanders Call
See Training - Field Published approximately nine times a year for unit

commanders, krey Offices, And noncommissioned
ARMY AVIATION/AIRBORNE officers In leadership positions. It provides leaders

AR0-0,Fyn ttsfrNnae rvAito with guidance on the management of units, personnel,
156-r-izaand material.

4 PF-1es procedures for administering flying status
%for nonrated Army personnel who must perform fre- COMMON SKILLS
%quent and regular aerial flight while performing their See Training

assigned duties
ARMYANDSCOMMUNICATIONSARMY BANDS AR 103-31, Recor Commmtmn

AR &19% &Mg Bar&Prescribes policies, responsibilities, andl procedures
Prescribies policy and assigns responsibilities for the governing the prepaation, approval, and processing of
organization administration, assignment, mainte- record communications. Reord commarilcationg in-.

.1, nanc, training supply, evaluation, and use of Army elude narrative, card, and magnetic 1Wp message and
buds, facsimile transmissions.

ARMYLUS A 0adTb
See cemmumity Services 9 1NmM M M M

ARMS AND AMMUNITION0 controlng the volume of toeleommumotlens traffic
CT 2sr&Awdw oos WM " S entering telecommemicatlens systems during periods of
Ti~e Iitial allowances for tralning andIs the emergency.

aOerly to requistioln and Issue all items of armmml- F -Lgm lthisrckets wandsilesfar traiing. M&vers plaiminja the com-
mnlcAtisn-electranic reseurces in Vie maneuer-dt headquarters, and service support mike
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SU53ECT JOB AID SUBJECT 30 AID
COMMUNICATIOI5 (Continued) COUNTERINTELLGENCE

"M 24-I F Combat Communicatins See Security
Sets forth the principles that the Army wili apply to
operate successfully in the battlefield's electro- COURTS-MARTIAL
magnetic environment. See Legal Services

COMMUNICATIONS SECURITY CRIMINAL INVESTIGATION
AR 3"0-26. Policy for Use of .rypt-for-Transmisslon- See Legal Services, Personnel Selection
onI TO Procedure

Prescribes policy governing the protection of certain COMMON TABLE OF ALLOWANCES (CTA)
types of unclassified messages during electrical trams- See Supply - Unit
mission within DA. DATA PRO

AR 32040 Policy for Safea and Controln See Personnel Management
COMSEC Informatimon

(description to be provided later) DECORATIONS
See Awards

AR 530-2. Communicatins Security
Prescribes policy and responsibilities for communica- DENTAL SERVICES
tions security (COMSEC). Implements the National See Health and Welfare

.. , Communications Security Directive and DoD Directive
5200.5. Establishes authority for programming actions DEPENDENTS
and provides guidance for Implementing COMSEC See Personnel Management
measures and procedures. All Army publications
which identify COMSEC responsibilities must conform DESERTERS
to this regulation. See Absences - Nonpermitted

PM SIGSEC e Tedhnq .DEAILS
Provides guidance and general information relative to See Personnel Selection
Signal Security (SIGSEC) considerations in the prepar-
ation of command publications; command require- DISCHARGE
ments relative to cryptofacility inspections and See Personnel Actions
TEMPEST (compromising emanations) tests and in-
spections; and various techniques employed by super- DISEASE PREVENTION
visory and operating personnel to improve the status See Health and Welfare
of SIGSEC within the Army. DRILL AND CEREMONIES

FM 32-30, Electr Warfare Tactics of Defense FM 22-5. Du and Ceremonies
Explains how to defend against the enemy's EW Guidance for Army-wide uniformity In conducting drill
efforts. It wii help you use your communications- and ceremonies. Methods of instructing dril, teaching
electronics (C-E) assets without playing into the hands techiiques, lndividual and unit drill, ceremonial dril
of the enemy. and manual of arms for infantry weapons.

'-' 4COMMUNITY SERVICES DIVERS
% -AR 23 0 The M k m ent d See Personnel Selection

U.Army& Clb ansem
Provides policies for managment, administration, and DROVNPROOFING
operation of Army clubs and designated Army non- See Safety
appropriated fund instrumentalities (NAFIS) which selUfood and beverages. DRUG ABUSE-'beerge.See Health and Welfare

AR 60-1. Army Community Service Proram
Provides policies and procedures for establishing and DRY CLEANING
operating an Army Community Service (ACS) Program See Laundry and Dry Cleaning
at Army installations. The ACS Program is concerned
with providing financial planning and assistance pro- DUTY ROTE S
grams, relocation services, handicapped dependsnts See Personnel Selection
assistance services, child advocacy programs, and
child support services. EDUCATION SERVICESAR 331-1. Individual " M Mduthn 11014 Tral

See also Health and Welfare. Describes the U.5 Armt school system; establshesNe general provisions for the military education and mdi-Cvidual training of all tomponenus of the Army, in
See Community Services Army, Joint, and Defense shoo chools of other

SerV and foreign outies, and civilian nstitu-
CONDUCT tions establishes current policies and procedures fors Military Conduct the Noncommissioned Officer Education System andSew-C dtfor Noncommissioned Officer Academies for all com-

penCORRESPOND K Palots of the Army. Applies to the Active Army, the
See Office Mana Army National Guard when fully mobilixed and theArmy Reserve, except when specifically stated other-

, RESPONDENCCOURSES wise.
* eSee Education Services

COUNSELING
See Leadership

*.. . .%~ . -) ' *N
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EDUCATION SERVICES (Continued) ENLSTED PERSONNEL - ASSIGNMENT
AR 31-51 Armx Officer Candidate Schools See Personnel Selection
"'General policy, eligibility requirements, adminis-

trative procedures, and methods for submitting appli- ENTOMOLOGY
cations for appointments, for selection of personnel See Health and Welfare
for attendance at an Active Army Officer Candidate
School (OCS) and for appointment of personnel as EQUIPMENT
Reserve commissioned officers in the Army upon suc- See Supply
cessful completion of training. EVALUATIONS

AR "I Army s See Enlisted Evaluation Report (EER), Tests
stablies policies, responsibilities, procedures, and

guidelines for conducting the Army Linguist Program. EXTENSION SERVICES
See Education Services

2AR ,21-, Army Continu Education System (ACES)
Sets Army Continuing Education System (ACES) FIELD SANITATION
policy. Covers the Basic Skills Education Program, See Health and Welfare

* Secondary and Postsecondary Programs, Skill Develop-
ment and Nonresident Foreign Language Programs, FIRST AID
Skill Recognition Programs, financial assistance pro- See Health and Welfare
grams, and contracting for educational services.

FOOD SERVICE
AR 621-101. Advanced Delree Program for ROTC AR 30-1. The Army Food Service Proeram
-nstructor Duty Prescribes policies and procedures relating to food

Announces the requirements and methods for partic- plans; menus and menu boards; operating and account-
ipating in the Advanced Degree Program for ROTC ing procedures for dining facilities under the Army
Instructor Duty. Ration Credit Systems (ARCS), Field Ration Issue

System (FRIS), and the Monetary Allowance Ration
DA PAM 330-100. Extension Trining Materials Catalog System (MARS) meal rates; and support to Reserve

A consolidated Listing of Extension Training Materials Components and Central Food Facilities. Provides
(ETM) to support individual MOS training. guidance pertaining to sanitation, the data feedback

and unsatisfactory subsistence programs, and the use
DA PAM 331-4. U.S. Army Formal Schools Ca"ale of civilian food service personnel in appropriated fund

Describes formal courses of instruction offered at dining facilities.
active U.S. Army schools and training centers, inter-
service training courses, DoD courses for Army per- FOOT MARCHES
sonnel. Reference for individuals who are responsible See Training, Field
for selecting students to attend formal courses; for
Army military and civilian personnel who desire to HANDICAPPED DEPENDENTS
attend a formal course;, and for people not in the Army See Personnel Management
who want to learn about training opportunities in the
Army. HEALTH AND WELFARE

AR 0-3, Medical Dental and Veterinary Care
DA PAM 351-20 through 331-20-22. Army Prescribes policies regarding medical, dental, and
Correspondence Course Programs veterinary care Including the manner and conditions

Series of reference pamphlets describing, for each under which such care is furnished and indicates the
proponent school, correspondence courses related to sources from which It is obtained. Prescribes policies
the proponent school's knowledge requirements. Each concerning the admission and disposition of patients.
DA PAM also describes availability, eligibility, and
enrollment course procedures. AR *0-5 Health and Environmnt

Prescribes a comprehensive disease prevention and
DA PAM 0-I TheOCS St.r. environmental enhancement program for the U.S.

Provides the mission and history of Officer Candidat Army and areas under its controL The program
School; its curriculum, application procedures, and ex- encompasses communicable and chronic Jisease con-
pected future assignments and responsibilities of grad- trol, public health, environmental engincering. en-
uates. vironmental . physiology, health nursing, medical

entomology, nutrition, radiological hygiene, occupa-
See also Training. NCOs. tional health, aviation medicine and health standards.

This regulation applies to all Department of the Army
ELECTRONIC WARFARE commands.

See Communications Secrity
AR *0-501. Standards of Medical Plmo

ENCRYPTING Medical fitness standards to evaluate candidates for
See Communications Security and persons in military service, and persons in certain

MOSs. Indicates which conditions or defect are
ELISTED EVALUATION REPORT (ZER) causes for rejection or iedical unfitness for service.

AR 623-205. Enlisted Evluation Reionl Stm
Sets policies and p govening the E.nisted AR W-%2. Immtmlntion Requb elMgenad frpes
Evaluation Reporting System. Ixplnais how to prepare Defines general principles and specific procedures for
and submit Enlisted Evaluation Reports for soldiers in the prophylactic immunization program of the Armed
grades E- and sove. Gives guidance for appealing Forces. This includes the use of any vaccine, toxoid
evaluation reports or other Immunizing agent for the prevention of

disease Including the maintenance of Immune status by
relmmunizaton. Provides Immunization and relm-
muniztion requirements and dosage schedules for
various geographic area designatio.

% v
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SU53ECT 30B AID SUB3ECT 308 AID
*HEALTH AND WELFARE (Continued) INDEBTEDNESS

AR 350-15, The Army Physial Fitness Progran AR 600-15 Indebtedness of Military PersonrPrescribes policies, procedures, and responsibilities for Prescribes Army policy and guidance in handling debtImplementation of the Army Physical Fitness Pro- claims against Army personnel.
gram.

INDICESAR 600-9. Army Physical Fitness and Weight Control See Publications

rI-- ishes policies and procedures governing physical INDIVIDUAL RIGHTSfitness, weight control, and military appearance as it See Legal Services
,*"relates to body weight. Provides commanders with

instructions and guidance for implementation of the INDIVIDUAL TASKS
Army Physical Fitness and Weight Control Program. See Training
Establishes standards of physical fitness and body
weight. INFORMATION SECURITY

See Security
AR 6004 n Alcohol and Drug Abuse Preventive and
Control Proeram (ADAPCPI INTELLIGENCE

Prescribes policies and procedures needed to imple- See Personnel Selection, Security"*" ment, operate, and evaluate the Army Alcohol and
Drug Abuse Preventive and Control Program LANGUAGE
(ADAPCP). Covers prevention and control; identifica- See Education Services
tion, referral, and screening; rehabilitation; legal as-

- pects; reporting requirements; and evaluation. LAUNDRY AND DRY CLEANINGFaS tAR 210-130. Laundry and Dry Cleanint OperationsFPM g-1. Medical Support in Divisions Separate Briades Prescribes procedures governing the establishment andand the Armored Cavalry Reeirnnt operation of Army laundry and dry cleaning plants andReview of organizational characteristics of medical the furnishing of laundry and dry cleaning services tounits or elements and doctrine concerning their use in authorized patrons and agencies. Applicable to alltactical situations. Organization, mission, capabil- laundry and dry cleaning activities of the Departmehtities, and internal activities are covered in general of the Army, except those performing specializedterms. Brief discussion of operations in special en- operations peculiar to ordnance or chemical activities.
vironments.

LEADERSHIPFM 21-10, Field H ie and Sanitation PM 22-100, Milit Leadership
Explains the fundamentals of sanitation and their Basic relerence for the study of individual and groupapplication under field conditions. behavior and the principles and techniques of applied

leadership.
FM 21-11. First Aid for Soldiers

Describes first aid measures and explains how and FM 22-OlLeadshitCounselinz
when to apply them. Identifies skills and techniques to make leaders more.[. . effective in counseling soldiers.

FM 21-20. Physical Readiness Training
Guidance on planning, conduct, and evaluation of phys- LEGAL SERVICES
ical readiness training. Background information on A27-10 MIII 3usticprinciples and conduct. Specific procedures to be rescribes and implements the policies and proceduresfollowed in developing programs. Guidance on exer- pertaining to the administration of military justice.cises, circuits, relays, contests, and obstacle courses. Implements the procedures prescribed by the Manual

for Courts-Martial, United States, 1969 (RevisedTC 5-3. Field Sanitation Team Traininx Edition) which require implementation by regulations, .Guidance in the preparation of a training program for of the Secretary of the Army. Applicable to all active, personnel appointed as members of the field sanitation U.S. Army members including the Army Nationalteam of each company, battery, or similar unit. Con- Guard and the U.S. Army Reserve when on active, tains master schedule, text, and lesson plans, along duty.
with list of references and training aids.

AR L195-2. Criminal Investigation ActivitiesTM 5-32. Military Entomolozy Operational Handook Prescribes DA Policy on criminal investigation activ-
Presents information and guidance on the methods, Ities, including utilization, control, and investigativematerials, and equipment recommended for the con- responsibilities of all personnel assigned to CID ele-trol of insects, rodents, and related pests ments. Basic authority for the conduct of criminal

investigations, crime prevention surveys, special back-
TM Fedat uppy ground investigations, protective service missions, andan training guide for engineer personnel collection of criminal information.

engaged in military field water supply in field training.-.. exercises, combat zones, occupation areas, and other AR 600-31. Suspensio of Favorable Personnel Action for
locations such as disaster areas. It also serves as a Mitr Personnel in National Scurity -*- and
planning reference for engineer staffs at all levelst GetJtioor Proceedingsand as a reference fo r Army Medical Service personnel Prescribes poiies and"i-.ocedures to prevent favor-who Inspect and approve water sources and treated able personnel actions from being initiated or cor-
water. pleted when such actions would not serve the best

interests of the U.S. Army. Such actions IncludeSee also Community Services appointment, reenlistment, entry on active duty, pro-
motion, awards and decorations, attendance at schoolsHOLIDAYS or training programs, and payment of bonuses. GivesSee Absences-Permitted conditions under which reassignment, unqualifed
resignation or discharge, release from active dutyXYGIE retirement, and granting of excess leave ar author-See Health and Welfare Ied.

IMMUNIZATION
See Health and Welfare
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LEGAL SERVICES (Continued) MARCHES
- DA PAM 27-1S. Desk Book for Speca Court-Martil See Training, Field

Convening Authorities
Ready reference volume describing applicable reguLa- MECHANIZED INFANTRY OPERATIONS
tions and laws pertaining to special courts-martial. To See Training, Field
be used in conjunction with the Manual for Courts-
Martial, pertinent Army regulations, command regula- MEDICAL SERVICES
tions, and DA PAMs. Guides the user to the appro- See Health and Welfare
priate reference materials. MILITARY AWARDS

FM 27-I. Legal Guide for Commanders See AwardsGuide in the administration of military justice and
administrative law at the company level MILITARY CONDUCT

AR 600-50, Standards of Conduct for Department of the
FM 27-1: Lexal Guide for the Soldier Arm PersonnelGives short answers to various questionS on military Standards of conduct required of all DA Personnel

law that affects the soldier and helps soldier recognize Loyalty, ethical principles, law governing conflict of
problems which should be discussed with a judge interest.
advocate officer.

.^. AR 670-1. Wear and Appearance of Army Uniforms and

GTA 19-.Hw to Inform Suspected/Accused Insignia
Individuals of their Rights Prescribes the uniforms which may be worn, the items

Pocket-sized card summarizing procedures for inform- which may be worn on the uniforms, the manner in
ng suspects of their rights under the Uniform Code of which uniforms are worn, occasions when uniforms
Military 3ustice. may or may not be worn for all personnel. Prescribes

authorized material, design, accessories, and quality
Manual for Courts-Martial. United States control system for uniforms and insignia.

, Reference text detailing all aspects of the military
courts-martial system: )urisdiction, apprehension and MILITARY INTELLIGENCE
restraint, preparation of charges, personnel and types See Personnel Selection, Security
of court-martial, and all procedures and actions in-
volved with actual conduct of the court-martial. MILITARY 3USTICE

See Legal Services
See also Personnel Actions.

MILITARY OCCUPATIONAL SPECIALTIES (MOS)
LEAVE See Personnel Selection - MOS Assignments4 , %See Absences - Permitted

MILITARY STRENGTH
MAINTENANCE See Personnel Management

DA PAM 750-1. Maintenance Guide for Leaders
Guide for evaluating a unit's maintenance operations. MOS TASKS
Designed to lead user systematically through the See Training
maintenance operation and assist user in determining
which areas require improvement. Also prescribes MUSIC PROGRAMS
ways to improve and sustain the maintenance program. See Army Bands

FM 29-2 t OranMzational Maintenance Operations NONCOMMISSIONED OFFICERS (NCOs)
Reference for use in developing and managing an AR 350-17. Noncommissioned Officer Developmentefficient organizational maintenance program. Des- Proram (NCODP)
cribes the interaction between organizational mainte- Prescribes policy, responsibilities, and procedures for

nance and support maintenance. Maintenance opera- the establishment, Army-wide, of the Noncom-
tions, repair parts procedures, maintenance require- missioned Officer Development Program. Appendices
ments, recovery and evacuation, readiness and train- provide additional information concerning NCODP
ing, inspections, checklists, and SOPs are also dis- supporting programs and policies and suggested topics
cussed, for an NCO training program. Applicable to active

M 4zArmy, Army National Guard, and Army Reserve.
.FM 53-I. Organizational Maintenance Manage' Guide

Provides the maintenance manager with methods to FM 22 00-20. The Army Noncommissioned Officer Guide
identify, diagnose, and correct problems in the main- Explains authority and where it comes from. Explains
tenance operation. Includes FM 43-1-1, Indicator relationship between ch of command and NCO
Lists. a pocket-sized booklet that lists maintenance support channel Describes NCO duties and responsi-
Indicators. biitles and sets forth relationship with commissioned

officers.
TM 3g-7". The Army Maintenance Management Seatem(TAM- M ) :B 22-00-20j The Dui Respnsiblitie, and Akuthority

Contais descriptions,, procedures, and examples of of NCO
forms used for controlling the operation and mainte-. text. Outlines relationship between com-
nance of Army material, missioned and noncommissioned officers through dis-

cussion of history, organinztional component,
MANAGEMENT channels of communication concepts of authority and

See Supply, Personnel Management, Maintenance, Train- responsibility, supervision, primary functiona duty
Ing h Management, Staff Organization areas of the officer corps and the NCO corps.

MANUAL OF ARMS See also Education Services, Training-_ '- See Drill and Ceremonies

.'%
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NUCLEAR, BIOLOGICAL, AND CHEMICAL (NBC) PERSONNEL ACTIONS (Continued)FMLER BI-O.NcarBLOGICAL, AND EMICAL fNse) AR 612-2, Preparing Individual Replacemients; for
-- Provides doctrine and guidance for the commander and Overseas Movement (POR)

his staff in NBC defense, and provides the technical Prescribes personnel processing procedures to be used
information necessary for chemical personnel and in preparation and processing of individual replace-
other personnel assigned NBC defense duties to eval- ments for overseas movement including from one

. uate NBC situations and advise their commander. overseas area to another. Prescribes requirements and
responsibilities of DA staff agencies, major com-

OFFICE MANAGEMENT mands, installation commanders, organization com-
AR 3*0-15,PreparingCorsnence - manders, and individuals for accomplishment of re-S Department of the Army policies, Procedures, and quired processing for overseas movement prior to

smats fo poar esg an d res individual's departure from current duty station.,.[ . .standard forms for preparing and mailing corres-

pondence. AR 612-10. Reassignment Processb and Army

DA PAM 1-10 Improve Your Writing Sponsorship and Orientation Program
An aid to help Army writers recognize and use a more Sets forth responsibilities and procedures for reassign-
effective style of writing. Deals with attitudes, ment processing, a mandatory sponsorship and orient&-
methods, and techniques. Applicable to Army letters, tion program, and processing actions related to per-
reports, staff papers, regulations, and manuals. manent change of station (PCS) activities. Instructs

on preparing, processing, and routing of DA Form 4787
OFFICER CANDIDATE SCHOOL (Reassignment and Processing) and DA Form 4787-1
-See Education Services (Request for Evaluation of Dependent Medical andSee ducaionServcesEducational Problems).
OFFICERS - APPOINTMENTSee Personnel Selection AR 635-200, Personnel Separations, Enlisted PersonnelSee ..r e SProvides authority for separation of enlisted personnel
ORGANIZATIONAL MAINTENANCE upon expiration of term of service (ETS) or prior to

See Maintenance ETS to meet the needs of the service. DescribesSee Maintenance policies and procedures governing voluntary retire-
ORGANIZATIONA L MANAGEMENT ment of enlisted personnel and the issuance of honor-See Staff Organization 

able, general, and other than honorable conditionsSee SaOdischarge certificates.
OVERSEAS ASSIGNMENT

See Personnel Management, Personnel Selection See also Legal Services.

PASSES PERSONNEL MANAGEMENTSee Absences - Permitted AR 3!0-49-2. The Army Authorization Documents System
(TAADS) MACOM Data Coding Procedures

PATROLLING Prescribes procedures for processing data in the stan-
See Training, Field dard miti-command automatic data processing (ADP)of TAADS by force development personnel at the

PAY AND ALLOWANCES MACOM Level
AR 37-104-3, Military Pay and Allowances Procedures
(3UMUPS - ARMY) AR 340-2, Maintenance and Disposition of Records inProvides adminitrative procedures and Department of RTOE Units of the Active Army, the Army Reserve, ad

the Army policies determining entitlements and col- the Army National Guard
lections of pay and allowances of military personnel. e records management and administration for
Applies to pay accounts of Active Army personnel and Army elements in the active components, all elements
Reserve personnel on active duty for periods in excess of the U.S. Army Reserve except major U.S. Army
of six months. This regulation also precribes pro- Reserve commands, and units of the Army National
cedures for paying Reserve personnel on active duty Guard. Instructions are for: a) identifying and arrang-
for less than six months, Reserve training duty, and ing records; b) filing papers and furnishing reference
ROTC students, service for them; c) trar-sierring, retiring, and des-

troying records.
PERMANENT CHANGE OF STATION (PCRS0-0)TeAm CsatySse

See Personnel Actions AR 600-10, The Army tStem
Policies, responsibilities, and procedures for efficient

PERSONAL AFFAIRS operation of the Army Casualty System.
DA PAM 360-53 . Your Personal Affairs - A Checkist

Provides a checklist of personal matters that must be AR 00-20b Army Commd Polcy and Procedurem
handled when ordered to active duty or overseas on Prescribes policy on basiE aspects of command, mio-
short notice. Contains matters in which the unit is tary conduct and discipline, and determination
expected to assist and matters which must be taken precedence of rank. Describes standards governing
care of by the individuals, participation by Army members in political activities

and public demonstrations.
PERSONAL CLOTHING AND EQUIPMENT AR 600-200, Enlisted Personnel Management SystemSee Supply - Individual Prescribes policies and procedures for career marnae-

PERSONALPROPERTY ment of Army enlisted personnel; classification andPSee Supply - ndidua reclassification of enlisted soldiers in an MOS; utUiza-
Seul-Iiiation of enlisted personnel; denying reenlistment under

PERSONNEL ACTIONS the Qualitative Management Program; testing soldiers
AR 600-37. Unfavorable Infmati under the Enlisted Evaluation system; administering

, Covers the placement of unfavorable information in Special Duty Assignment proficiency pay award of
personnel, intelligence, security, and law enforcement Selective Reenlistment Bonus ard Enlistment Bons,
fles; appeals and processing of unfavorable informs- and promotions and reductions in grade.
tion cases.

AR tt-2-h Petsoel Qualificatins Rc__rpdsi
Prescribes instructions on preparing, maintaining, and

% disposing oft Personnel Qualification Records - Part I
(DA Form 2), Personnel Qualification Records - Part I
(DA Form 2-1)h Record of Court-Martial Conviction
(DA Form 2-2)1 Report of Change for Qualification
Record (DA Form 2376); Personnel Data Change Re-
port (DA Form 1-1); Officer Record Brief (DA Form
4037h Enlisted Record Brief; and AMEDD Professional
Qualification Record - Pars I and 1 (DA Forms 31-

R and 431-R).
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PERSONNEL MANAGEMENT (Continued) PERSONNEL SELECTION (Continued)
AR W10-1 Unit Strentth Accounting and Reporting DA CIR 611 series. Personnel Selection and Classification

Establishes policy for strength accounting and report- Provides policies, procedures, and standards for selec-
ing at the unit level Covers unit and military tion and classification of personnel.
personnel office SlOPERS processing responsibilities. Special Assignment and Details:

AR 630-29, Mitary Personnel Organization, and Type of AR 220-45S Duty Rosters
TransactionCodes Prescribes procedures for the maintenance of duty

Data code structure used to report and record person- rosters at all levels of command and in all types of
nel data via the automated Personnel Information - organizations, using DA Form 6 (Duty Roster).
System (PERSINS). Military personnel codes, organiz- Applicable to the Active Army and Army Reserve, and
ational codes, authorization codes, and transaction to the Army National Guard when in an inactive duty
codes are included, training, annual training, or mobilization status.

AR 690-31. MIlt-y Personnel Asset Inventory and AR 614-100. Asslxnments, Detal and Transfers -

Information Reconiltiation Officers
Prescribes Policies and procedures for reporting and Prescribes policy for assignments, details, and trans-
accounting for military strength and for conducting fers of all officers on active duty. Includes processing
the personnel asset inventory (PAl). Sets standards for of certain members desiring a terminal CONUS assign-
reporting accurate personnel data; assigns responsi- ment.
bilities at each command leveL AR 614-101. Officer and Warrant Officer Reassinment

DA PAM 6004. Military Personnel Management and re nr
Administrative Procedures Prescribes policies for reassignment of officers and

Provides guidance to military personnel offices and warrant officers between commands or units of the
supported units in areas of internal organizational Army. Lists procedures for processing requests for
structure, functional responsibilities, and operational reassignment, and restrictions on PCS of officers as
procedures. Discusses organization and division of individuals and as members of units.
functions, internal management, personnel actions, ad-
ministrative support, military pay administration, and AR 614-203, Assignment of Personnel with Physically,
battalion unit administration. Emotionally, or Intellectually Handicapped Dependents

Establishes program that provides soldiers a means for
DA PAM 6004-1. Standard Instanlation/Division identification to assignment authorities of dependents

p Personnel System - Unit Level Procedures who have physical, emotional, or intellectual handi-
4% Provides administrative guidance and procedures for caps. Dependent's handicap and availability of treat-

unit level organizations serviced by SIDPERS. Defines ment/education facilities are considered during the
responsibilities of commanders, first sergeants, assignment selection process.
PSNCOs, and unit clerks with respect to SIDPERS.
Facilitates Army-wide standardization of military per- MOS Assignments:
sonnel management and administration procedures in a AR !40-1921 Organization, Trainin jt.nment and
SIDPERS environment. Retenton Criteria for MiltarY Intelligence. S, nals

SInteligence, Electronic Warfare and Silnal Security
See aso Legl Services. fit
Se a g vscribes criteria for enlisting, selecting, assigning,

* PERSONNEL QUALIFICATION RECORD retaining, and training members of the U.S. Army
See Personnel Management Reserve, Military In~elligence, Signals Intelligence,

Electronic Warfare, and Signal Security units.
PERSONNEL SELECTION
Recruiting and Reenlistment: AR 195-3. Acceptance and Accreditation of Criminal

AR 601-100 Appointment of Commissioned and Warrant Investigative Personnel
Officers in the Reular Army Prescribes the selection process and standards for

Policy, eligibility requirements, and administrative acceptance in the Army Criminal Investigation (CID)
procedures for applying for appointment in the Program as CID special agents, criminal Investigation
Regular Army as a commissioned officer or warrant laboratory technicians and criminal investigation
officer, supervisors. Provides for submission of applications.

Establishes procedures for withdrawal of accredita-
AR 601-270. Armed Forces Examining and Entrance tion.
Stations

Prescribes Armed Forces Examining and Entrance AR 330-224. Selection of Prime Power Production
Station (AFEES) operational policies, functions, and 5 i
procedures. Prescribes policies and procedures applic- Governs the selection and assignment of Regular Army
able to recruiting activities. Contains agency and enlisted personnel for Prime Power Production
command responsibilities for operation and support of Specialist training.
AFEES. Implements instructions for processing of
Selective Service Registrants. AR 611-7 lction Qualification. RatinL and

* Disrating of Army Divers
* AR 601-2O. Army Reenlistment Proetram Sets policies and procedures for the selection, qual-

Lists eligibility criteria and options currently avail- ificatlon, rating and disrating of Army divers.
able. Covers uniform procedures for Immediate re-

' enlistment of persons in Active Army. AR II&-201. Enlisted Career Management Fields and
Military Occultional Specialties

DA CIR 601 s Personnel Procurement Enlisted MOS classification structure and career man-
,"4  

Provides standards for appointment and entry into agement fields used in the U.S. Army. Describes each
various Army programs. Describes how to submit and MOS and CMF, including types of skills or duties

* process applications, required at each skWi leveL Lists related MOSICMF.

I

,* •

0ztl



ANNOTATED INDEX OF REFERENCES USED IN DEVELOPING 30B AIDS

SUB3ECT 306 AID SUB3ECT 30B AID

PERSONNEL SELECTION (Continued) PUBLICATIOiS
MOS Assignments: (Continued) DA PAM 310-1. Consolidated Index of Army Publcation

.-. AR 61-403, Selection and Assignment of Officers in Consolidated index of all current DA publications and
Military Intellience blank forms. Also included are publications and blank

Prescribes prerequisites and procedures for application forms used by the Army worldwide but published by
and acceptance of officers into the Military Intel- other military services, DoD activities, and other
ligence Branch. Prescribes personnel management government agencies.
procedures specifically applicable to Military Intel-
ligence officers. REASSIGNMENT

'See Personnel Selection
AR 61i-110. Assinment of Airborne Officers and
Processing Volunteer for Traning RECORDS MANAGEMENT

Establishes procedures for assignment of airborne See Personnel Management
officers and warrant officers, and for processing vol-
unteers for airborne training. RECRUITING

See Personnel Selection - Recruiting and Reenlistment~ .AR £1*-!52. Selection. Training, and/or Assig~nent of
In-Service Officer Volunteer to Special Forces REENLISTMENT
Oranizations See Personnel Selection - Recruiting and Reenlistment

Prescribes responsibilities and procedures for selecting
officers for training and assignment to U.S. Army RESERVE OFFICER TRAINING CORPS (ROTC)
Special Forces organizations. See Education Services

AR 614-200t Selection of Enlisted Soldiers for Training RETIREMENT
and Assignment See Personnel Actions

.- Describes reporting, selection, and assignment of en-
listed personnel under the enlisted Personnel Manage- RIFLE COMPANY
ment System. Prescribes general policies; describes See Training - Field
the Enlisted Personnel Management System; discusses
individual requests for PCS or deletion from assign- SAFETY
ment, attendance at service schools, CSM/SM selec- AR 355-10. The Army Safety Program
tion and utilization, special programs/special forces, Establishes the Army Safety Program. Prescribes..

. career development programs, and othe" specific or- policies, procedures, and guidelines for implementing
."ganizations or activities. the program, including OSHA and DoD requirements,

throughout the Department of the Army. Applies to
Change of Station: all commands, installations, and units of the Army,% AR i-l4. Permanent Changte of Station Policy including the Army National Guard and U.S. ArmyPrescribes PC5 policy for all Army personnel. Dis- Reserve.cusses general policies, movement of units, DA.

directed TDY to schooing in conjunction with PCS, AR 315-1_3 WaterSafety
fiscal year limitations, exemptions, delegations, Sets forth responsibilities for the prevention of
authority to approve reassignments, and orders. accidents to persons engaged in water activities.

AR 614-30, Oversea Service AR 35-45. Identification of Inert Ammunition and
Provides policy guidance on eligibility and selection of Ammunition Components
military personnel for oversea service, and tour Prescribes methods for positive identification of com-
lengths for military personnel serving overseas. pletely inert loaded or empty explosives or ammuni-

P _tion items and components, since stenciling, painting,PERSONNEL SEPARATION applying of decals, or labeling aione are not considered
See Personnel Actions satisfactory.

PETROLEUM PRODUCTS DA PAM 385-I. Unit Safety Management
See Supply - Unit Outlines Army safety organization and responsibilities

for implementing the Army Safety Program at aU%" PHYSICAL FITNESS echelons of the Army. Points up the magnitude of the
See Health and Welfare accident problem within the Army; explains and de-

fines the fundamentals of accident prevention; setsPHYSICAL SECURITY forth responsibilities and requirements for safety and
See Security accident prevention at various levels of command

within the Army, with particular emphasis on the unitPLATOON LEADERS level. Establishes procedures and techniques for
%.e See Training Management safety inspections, accident investigating and report--.' ing, and analyzing accident data to determine cor-
" POUCY rective action to prevent recurrence. Primary safetySee Personnel Management problem areas within the Army are Indicated, and

listings of references and safety material sources are
POWER PRODUCTION provided.. See Personnel SelectionSeePesonelSelctonDA PAM 335-3. Protective ClothIng and slmn

PROPERTY ADMINISTRATION Guide for the use and care of recognized occupational
See Supply - Unit safety clothing and equipment. Provides guidance on

selected OSHA standards.
PROTECTIVE CLOTHING
See Safety DA PAM 3954. Playby It Safe I n Ue Water

Provides guidance to safety in swimmbng activities;
gives basic DO and DON'T rules for drownproofing.

%° o
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SANITATION SECURITY (Continued)
See Health and Welfare AR 604-13, Secuty Clearance of Personnel for

Attendance at Cotinental United State NM
SCHOOLS Service Schools

See Education Services 1rovides general Instructions and requirements gov-
erning the clearance of officer and enlisted personnel,

SECURITY in accordance with AR 604-3 and other regulations as
AR 190-11. Physical Security of Arms. Ammunition and applicable, prior to attending CONUS service schools
99 .z e having prior security clearance as a prerequisite for
SPrecribes policies, responsibilities, standards, and attendance.

procedures for physical security of sensitive conven-
tional arms, ammunition, and explosives. Individual FM 19-30, Physical Security
chapters provide detailed guidance and Instructions Sets forth guidance for all personnel responsible for
for: security of arms; security of military ammunition physical security. The basic reference for training of
and explosives; security of conventional guided missile security personnel.
systems and rockets; security of private, commercial,
and special purpose arms and ammunition; transpor- FM 30-17. Counterintelligence Operations
tation security, and missing or recovered firearms, A general orientation to several types of counter-
ammunition, and explosives, intelligence elements. Describes the basic techniques

and procedures employed by Army counterintelligence
AR 190-13. The Army physical Security Program personnel in both peace and wartime situations.

Defies staff and command relationships in the field
of physical security; prescribes procedures for See also Communications Security.
planning installation physical security; provides guid-
ance on the conduct of physical security inspections SEPARATION
for activities at each installation/facility determined See Personnel Actions
to be mission essential or vulnerable to sabotage,
theft, robbery, burglary, and/or other forms of crim- SIDPERS
inal activity. Provides guidance in conduct of the See Personnel Management
annual installation physical security survey, and pre-
scribes reporting procedures for applicable reports to SIGNAL SECURITY (SIGSEC)
HQDA. See Communications Security

AR 190-51, Security of Army Property at Unit and SIMULATORS
Installation Level See Training Aids

Establishes policy and security standards for safe-
guarding unclassified and nonsensitive Army supplies SPECIAL FORCES
and equipment at the unit and installation level. See Personnel Selection
Physical security standards are provided for various
categories of property, and appendices provide addi- STAFF ORGANEZATION
tional guidance fon use and control of protective FM 101-3. Staff Officers Field Manual Staff
seals; storage structure security; keys, locks, and OrsanlzationamdProcedure
chains; perimeter fences, barriers, and protective Prescribes doctrine for staff organization and proce-
lighting; marking of property; and Intrusion detection dures. Outlines the responsibilities and duties most
systems, commonly performed by staff officers.

AR 330-3. Department of the Army Information Security SUPPLY - INDIVIDUAL
PrgrmAR 700-4. Issue and Sale of Personal Cohn

Csves instructions and assigns responsibilities for the Prescribes policies and procedures for issue and sale of
effective implementation and application of DoD personal clothing. Describes systems for maintenance,
Information Security Program policies. Establishes a replacement, and disposition of such clothing and
system for classification, downgrading and declassif- conditions under which these systems apply.
ication of information; sets forth policies and pro-
cedures to safeguard such information, and provides CTA 0-00. Clothing and Individual t
for oversight and enforcement. Prescribes allowances and, together with CTA 3-100

and CTA 30-970, constitutes the authorization docu-
AR 331-12. Subversion and Esplonaze Directed Against ment for individual and organizational clothing and
-the U. Army (SAEDA) Individual equipment which is authorized to personnel
Sets forth responsibiities, guidance, and procedures of the Army components for procurement with appro-
for the prompt recognition and reporting of Incidents priated funds. Includes allowances during peacetime
of attempted criminal subversion, sabotage, inter- and mobilization.
national terrorism, espionage directed against the U.S.
Army and its personnel, or deliberate compromises of FM 2 1-1. Care and Use of kIdivIdual CothilesrA
classified information. Provides for the training of
Army personnel in such matters. Guide for the use, care, and maintenance of clothing

and equipment issued or sold for personal use.-

Clamified Defense Information and Materiel SUPPLY - UNIT
Prescribes policy and procedures for granting, denia, AR s-3 Sysm for Tabl a
and revocation of security clearances for access to r lMion said F olM t (The TOE Sclassified defense Information Including RESTRICTED Establihe the Army Tables of arinutoned

DATA and cryptographic Information. Prescribes Equipment (TOE) System. Prescribes polies, can-
% poceure fo adinitraiveto. Intio ofTOPcepts and procedures concerning the development,

SECRET clearances that are no longer required. preparation, processingg review, approval, and public-
tion of TOE documents.

NP
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SUPPLY - UNIT (Continued) SUPPLY - UNIT (Continued)
AR 310-34 E pulpment Authorization and Utilization FM 10-49 Petroleum Supply Point Equipment and

41Pocies and Criteria and Common Tables of Allowances

Prescribes documents which are used to establish Orien-ed toward tactical field operations, and deals
requirements for and to authorize equipment to units - with petroleum handling equipment and Its use. Also
and/or individuals, and/or makes reference to other explains Class III supply point operations.
appropriate regulations. Prescribes policies and guid-
ance for inclusion of equipment in TOE, MTOE, TDA, S5 700-20. Army AdoptedJOther Items Selected for
JTA, and CTA. Prescribes policies and procedures to Authorization/List of Reportable Items
be followed by agencies charged with development, Provides specific data relating to the Army Authorig-
preparation, processing, review, approval, and publica- ation Document System (TAADS) data base, the Army

... tion of CTA. Provides reference for specifying quan- Type Classification System and Logistic Management
* tities of equipment in TOE, MTOE, TDA, and 3TA Control data; delineating line item number, generic

authorization documents. Established policies and and NSN nomenclature, type classification code, logis-
assigns responsibilities for Inclusion and exclusion of tic control code, and Reportable Item Control Code
all major end items used with adapted sets, kits, (RiCC).
outfits, and assemblages. Establishes overall DA
equipment utilization management program and pre- SUPPORT SERVICES
scribes utilization criteria for those types of equip- FM 4 Corps Suoport Command
ment not presently managed by other DA or DoD Guidance on the organization and operation of a corps
publications, support command (COSCOM). Information related to

combat service support provided by higher echelons
.AR 703-1. C and Petroleum Products Supply arid within a corps. Discusses headquarters, personnel and

Manasement Activities administrative services, finance services, mainte-
Establishes policies and procedures covering retail nAce, transportation, supply, ammo, civil affairs,
management of petroleum products, coal, and related health services, SICCOM and MP support, and rear
items. Provides for logistic planning and programming area protection.
actions required in the retail operation and manage-
ment of petroleum supply and related services. Pro- TAADS (THE ARMY AUTHORIZATION DOCUMENT
vides instructions for logistics relating to operations, SYSTEM)
resources, inventory accounting, reporting, and ser- See Supply - Unit
vices to maintain optimum capability, flexibility, and
use of facilities in interservice petroleum support. TACTICSee Training - Field

AR 710-2. Supply Policy Below the Wholesale Level,

Governs supply operations below the wholesale level TO&
Provides policy for accountability and assignment of See Supply - Unit

*. .. responsibilities for property issued to a using unit and
.'. accountability and management of stocks being stored TELECOMMUNICATIONS
;-" for issue to a customer at direct, general, or installa- See Communications

tion supply support activities (SSA).

AR 733-11. Accounting for Lost, Damaged, and Destroyed AR 6; 1-5. Army Personnel Tests
FProy Policy, responsibilities, and procedures governing pro-

Prescribes accounting procedures to be used when DA curement, administration, safeguarding, scoring, and
property is lost, damaged, or rendered unserviceable release of Army personnel tests.

.. ' through causes other than fair wear and tear, or is
destroyed. Provides authorized methods by which TO&kE
responsible persons may obtain relief from property See Supply - Unit
responsibility. Prescribes policy on such losses and
pecuniary liability and sets forth minimum require-
ments for relief from property responsibility. DA PAM 351-4. PM Master TraV Plan

Provides information on NCOES training that Is cur-
CTA 50-909, Field and Garrison Furnishims ang rently available or s planned.

'. ation document to acquire certain common FM 21-2. Sokrs Manual of Common Tasks 00 Level
items of field and garrison furnishings and equipment. i n

DA3.. frBl ptoem.tUi Explains and demonstrates the Skill Level I tagis

"DA PAM 703-11 Accounti for Bulk Petroleum at Unit which apply to all soldiers in the Army, regardless of
• ndinSr tion Leveb MOS. Gives tasks, conditions, and standards.

Apioite sections of various publications governing
petroleum operations are consolidated in this pamphlet FM 21-4 How to Prsar and Conduct Mtery Traimnk
to provide personnel at the installation/unit level with Provides trainers with methods and techmiques of
a tool to use in accounting for bulk petroleum. preparing and conducting individual and collective

training. Applies to any unit regardless of strength,
FM 1_0-I Unit and Ormanlation Suly (Mana mission, organization, or equipment.

C xli how to determine the allowwces of equip-
menit fr units and organizations and how to obtain and 'published for each MOS or MOS cluster, a for each
account for equipment. Procedures explained are skill level, Soldier's Manuals provide a list of all
applicable to units and organizations operating under individual tasks in which the soldier in that MOS an
manua procedures. at that skill level must be qualified. Provides task

statements, conditions, and standards, and descriptive
material designed to teach the soldier the tasks.

See also Education Services, Hefth and Weare.
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TRAINING AIDS TRANSACTION CODES
DA PAM 310-2 to Amyr l Devices See Personnel Management

Reference hdbookwhcidenifsand describes
training devices. It Is not an authorization for requisi- TRANSFERS
tioning, stockage, or issue of equipment. For each See Personnel Selection

*. training device, there Is an Illustration, descrip-tion,
and other pertinent data which may be used to deter- UNIFORM CODE OF MILITARY 3USTICE (UCM3)

L mine if the device can be used to support a training See Legal Services
requirement. UNIFORMS

TRAINING - IELD See Supply - IndivIdual
FM 7-10, The Infang-/Rifle Commn Onfantr. A'-

.auglt I Ranger) VETERINARY SERVICES
Desiined a a reference for the tactical employment See Health and Welfare
of the company in offensive. defensive, and retrograde

• operations. WATER PURIFICATIONSee Heath and Welfare

Desri-bes planning procedures; duties of indviduals
march training, discipline, hygiene, and safety.

FM 21-75, Combat Training of the Individual Soldier and

".d im the combat training of individual soldiers.
Explains how to perform duties in combat, how to
protect self, and how to defeat the enemy.

FM 31-70. Basic Cold Weather Manual
Explains the proper use of authorized equipment and
field expedients to conduct military operations for
extended periods of time under the most severe and
varying cold weather climatic conditions.

FM 31-71, Northern Operiations
Provides guidance an the efect of the environment on

personnel, equipment, and operations in cold northern
areaLs

FM 71-1. The Tank and Mechanized Infanty Comnany
- Team

"" cribes how the company team functions as a part
of a battalion task force in combat. Describes tactics
to see, move, suppress, and destroy, and how the
company team maintains control and supports itself In
battle.

TRAINING MANAGEMENT
BTMS-AC40-2. Battalion TrakTa Management System

workshop materials to teach first sergeants and com-
- J mand sergeants major about supervising training. Em-

phasis on performance-oriented training (individual
and collective), evaluation of training, and proper use
of Soldier's Manuals and ARTEPa.

EM 2 -2 Ho to MIt" e Tnn .;

Establishes hoctrine by wic the Army manages-
training. Provides commanders with a management
process to plan training take necessary resource

4 actions, and evaluate soldier/unit proficiency, train-
ing, and training management. Contains sample
plmning documments and checklism.

ST 21-41111~ The P1atoon Leader's Trabivn

lannin ouent providing a systematic, self-
.orrecting approah to platoon level training. Includes
plannn trainin and ewaluathX4 training status, an
-"vring aid and Idem. Provides forms for Ipt to

.4. -f andl schedule meetings.

TRA'! SERVCES
See Training Aids
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